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Supremacy 
FOR 


Fourteen Years 


very year for fourteen consecu 
tive years the World’s Champion 
ship awarded by Office Appliances 
for skill of operator and efficiency 
of machine has been won.on an 
Underwood Typewriter. 


At the Annual Business Show in 
New York City, October 20, 1919, 
all three contests were won by 
operators on the Underwood. 


The World’s Championship was 
decided in favor of William F-.: 
Oswald on the Underwood. 


The World’s Amateur Champion- 
ship was decided in favor of Al- 
bert Tangora on the Underwood. 
The World’s Novice Champion- 
ship was decided in favor of Doris 
Liftchild on the Underwood. 


BEST RECORDS ARE ALWAYS 
UNDERWOOD RECORDS 
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A READER’S EXPERIENCE 


One Who Has Learned the Value of 
the GREGG WRITER Outlines 
Its Usefulness 


Wilmington, N. C., September 24, 1919 
The Editor of the Gre qq Writer, New Yorl 

City. 

Dear Sir: 

The Gregg Writer has no special department 
for the letters from its patrons to express 
their appreciation of the magazine, but | 
hope the editor will accept this letter as a 
would-be-booster to the better study of short- 
hand by the young people just out of school 

When my teacher in High School urged 
her class to subseribe for the Gregg Writer, 
| subscribed in a half-hearted way, thinking 
as I did so that it would not be interesting; 
that it could hardly promote efficiency by 
its printed pages; and that it would searcel) 
be read by me at all. When I received the 
magazine, I was very busy in my school work, 
and it came to me a whole winter before | 
took any real interest in its departments. 
I merely read the articles my teacher told 
me to, but neglected to look over the rest 
of the magazine 

Of course, when I went to school and had 
some one to spur me on to higher things all 
the time, showing me what efficiency can 
bring, | was very enthusiastic over the work, 
and determined never to stop until I really 
got to the top of the business world. How- 
ever, after | got in business and saw that | 
could slip by with rather slack work, still 
getting paid for it, I beeame indifferent to 
anything hicher. But the magazine still 





came to me, and at last I began to notic 
the value of its departments. Then I bega 
to read and really study the magazine. 

The Gregg Writer has pointed out to m 
the need of constant practice with the type- 
writer. I had reached the point where | 
could searcely write one line without « mis- 
take. The articles in my magazine helped 
me to correct that. Just about one hour's 
practice on the speed tests improved my writ- 
ing in a wonderful wa Now, I would not 
be without the Gregg Ws riter in my work, and 
take every opportunity to urge others to 
try it out. It is certainly THE magazin 
for a stenographer. It aids in keeping th: 
speed gained in school, aids in writing better 
shorthand, aids in reading shorthand, and 
aids in obtaining greater efficiency in ever 
line. Anyone who really spends thoughtful 
effort in studying this magazine cannot help 
progressing. It takes the place of a teacher 
in encouraging a pupil, and keeps that higher 
goal in front of him all the time, 

I want to close this letter by urging each 
one who happens to read it to subscribe for 
the Gregg Writer right away, for you are miss- 
ing something really valuable to you if you 
do not already take the magazine. It is 
worth many times the price of the subserip- 
tion. The material in it is really wort} 
stud ying. 

Sincerely yours, 
Miss Beryl Souter. 
> > > 

This letter reached us just after that ‘*Pur- 
pose’’ page had been prepared for the October 
magazine. And we are glad to let you read 
it, for we know you will all be interested to 
see that one of you has discovered the ver 
things we were talking about, and that be- 
fore they were ‘“‘doped out” for her. 

Hers is an entirely disinterested piece o 
advice, based on her own findings in the cas 


WHY NOT ACT ON IT? 


There is an announcement on page xi 


that 


interest you, too. 








Please mention the Gregg Writer when 
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The Keys to the Prison 
Doors 


N ONI ot the many schools where girls 
I “take dictation” 


ind boys are taught to 
ind revamp the thoughts of others by 


sense of touch, a voung girl was reading 


glaring’ headlines of a morning paper 
Var hey stared back at her, and her brain 
up the word and the que stion. ‘How 
| SscTV<« 
In a month the little room had begun to 
The boys were joining the colors, and 
gir! became more restless 
| am going, too,’ she announced to a 
ick “IT am going into a hospital to 


with the wounded - 


But vou haven't been trained,” her friend 





ouraged “What can you do with the 
’ nded?”’ 
It may sound foolish,” the girl replied, 
I know there is something for me to 
* = * * > > - = > 


was back in ‘18; the roads from Paris 


he tront were crowded with trucks and 





| ed in 


marching while ambulances 
darkness to the rear, where long 


marked 


a great Red Cross swallowed up their 


and 


> ~ 


men, 


ps of buildings conspicuously 

ds of wounded boys in mud-soaked khaki, 
nurses and doctors ran a breathless race 
death 


In one of these busy centers a Red Cross 


e Service Worker 


She carried a pad and pencil, and 


entered the convales 
ward 
she appeared in the doorway one of the 


s called out 
Hey, fellows, here comes the post-lady 


she laughed back, 


usual barrage of plead 


\ny dictation to-day?" 


then began the 


I'm next Say, I've thought what | 
nted to say to that girl, vou know “Did 
hear from my mother vet?” The girl had 


nd some thing to do 








When she first came to the hospital, the 
nurses shook their 

“Child,”’ they told her, 
letters for all these men, they 
just look at the beds of 

that time, he laughed 
her little notebook and wrote it in 


heads discouragingly, 
“vou can never writ« 
come too tast, 
them But 


She flipppoe d out 


now 
too, s 
‘Gregg 

he girls who knew shorthand say they had 


a triple value over there in the Home Service 


work, where every moment counted in 
searching out the men for mothers back 
home. in urging these bovs to write the home 


folks, in taking down their queries and get 


ting the replies Iwo girls working side by 
side, taking letters for the 


a modern version of the 


men in short and 
long hand were like 
hare and tortoise, without the happy ending 
for “Br'er Terrapir 

And then the 


lighter, and the 


armistice was signed and the 


work grew girl found a new 


von ation 


“Sister.” one of the bovs asked her one 
day, ‘““‘Do you suppose | could learn to do 
that? There isn’t much hope of my going 


back to my old trade with this ‘left mit’ gone.”’ 
“Surely,” she answered, ‘and typewriting, 


too. They have machines in the reconstruc 
tion hospitals now with foot attachments 
to the shift key 

“Gee, I wish I could join your sé hool, 
lady,’ a lad who had lost his eyes in the 
Argonne whispered huskily ‘Guess I'm 
S. O. L. for good.’ 

‘*Sure Out of Luck,’ indeed! Don't you 
know vou write by ‘touch?'”’ the girl broke in 
quickly “Why, I have a little portable 


typewriter with me, and I'll put you in ‘touch’ 


with the world again in no time 
Chere blinded 


put in “touch” with the world again assisted 


have been many soldiers 


by that happy invention, the typewritet 
Miss Gertruc 
of the 


Farrell, formerly president 


Association of Teachers of Classes 
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bolic ™~ hools, 


ross. i 


Blind u 
\mericati 
the 


army hospitals for blinded soldiers, whi 


the 
ol 


oct upational 


troduced 


Red ( 
into 


now the 


rap wahhy OVCTSCdas 


h has 
proved so successful in raising the morale of 


Phe 


men by the 


the men nany possibilities brought 


to the young women in these 


keys to the prison doors, 
of 


units proved the 


prisons ot dark ot inactivity. lost 


ness, 


ol nerve 


motive 


It 


instilled at the 


powet 
has been the encouragement and hope 
bedside of all the men maimed 


in battle that has urged them on to reéduca- 
tion that would fit them for some kind of work. 


Phe 


sight partially o1 


number of who lost their 


entirely 


total men 
through the war ts 
five 


to 


estimated to be one hundred seventy 


The blinded soldier 
write, but to read by 
“copy” on Hall Braille Typewriter, 


not only learning 


Is 
ilso touch, making his 
own the 
in the raised dot characters known as “ Braill 
the of 


wounded and sick providing 


lo improve spirit and moral oul 


fighting men by 
sion and training as will contribute 


and to keep the able-b« died 


Sti¢ h dive I 
to thei recovery, 
personnel caring for them in a cheerful fram 
ot 
plan 


the objects ol i cooperative 


bv the 
Army and the American Red 
big Public Health Service hos 


South 


mind, are 


office of the Surgeon 


adopted 
General of the 
In the 


Cross 


Carolina, where 


7 
(,reenvilie, 


hundred 


pital 


ibout eight discharged soldiers 


hose | again 
Red Cro 
ction aides. The se have 


il of all 


hanics, carpentering, and 


dow n 


he 


wealth 


stationed for treats ent, t 
supplying reconstr 
charge of vocational training kinds 
business courses, me 


so on, and they are always bus, 
Che 

Cross is particularly hel; 

the 

Cross and the 

communities, 


] 


or ou 
ful in strengt 


the 


Home Servi Branch 


coéperative spirit between Re 


(Army) 


numbers 


Reaching int 
ol 


any 


oO so man 
whic h have 


service of 


other social kind, the 
Cross is able to keep in touch with the n 

the ambition t 
of the pportunities the 
\lthough the Home Ser\ 
ler the Department of 


assist 


and their families and create 
take advantage 


government ofiers 


se 


ice was organized um 


Civilian Relief to soldiers and sailor 


and their families, 
the 


it will play an importar 
Red Cri Its 
scope has been broadened to meet the need 
ol 
chapters rendering Home Service 


part in SS Peace program. 


> 


and of the 3, 
2,900 


the civilian population, 70K 
in communities with a population of less tha 
8 000. 

But the first 
and sailor. \nc 
shell-shocked or 


ole or disabk 


Red Cross neve 


ned 


} 
. i 


ets go his hand las gras som 


key to his prison door, and will keep a wat 


ful eve on him until is again placed in 
husiness world. 
urntshed by the Ne 

usive use of the Gre 





tHE GREGG WRITER FOR DECEMBER 


\ 


Vian’s Chance—Il\ 


é installment appeared in the November tssuc) 


“*See here,” sputtered the “Man of W 
‘you've put us up against « dickens of « mix-uy 
im the gents’ furnishings. Why on earth did 


make such a horrible blunder ?'* 
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Oswald Wins ‘Typewriting Championship 
By Rupert P. SoRelle 
rILLIAM 1 OSWALD, graduate of mind It is mnquestionably § ¢ meeded that 
the laylor School, Philadelphia absolute accuracy is necessary Phat ts an 
variously novice and amateur type undebatable point \Ir. Oswald was writing 


ting champion of the world, winner at the rate of practically 140 words a minut 


any other contests, a Rational tvpist hat is at the rate of two and one-third words 


possessor of a typewriting technique that a second To make i correction in the 


to behold, won the world’s champion time it takes him to write ten words he 


+} 


( Corres 


it the Ne Ww York Busine ss Show, Ox tober W rnuld have to eras insert 
vith a net speed ol 132 words a minute word and yet going ivall im sothe space ol 
How did he do it? practically four seconds Whether or not 
\ccuracy That is the plain, unembel a typist can do this is the answer to the ques 
ed story He had the most accur: tion. The way to find out ts simply to time 
rd of any of the con vourself on vour average 
tants—and he had th correction and see whether 
eed with it, too. But it can be done in the time 
racy was really the it takes to write ter 
iding factor His words Of course, this 
rest competitor, Miss theory does not work out 
rgaret Owen, former : exactly as stated above 
mpion, made = sixty for the typist in a speed 
rs to Oswald's forty contest, because, as 1s 
In the penalties 3 well known, a typist in 
is made a difference of > the contest does not con 
ly two words a min tinue writing a word as 
In other words, soon as he discovers he 
iss Owen wrote pra has made a mistake—h« 
illy two words a min merely abandons it be- 
that were absolutely cause there is nothing to 
wn away—becaus be gained by continuing, 
were a handicap not as the word would be 
in the speed she was charged against him any- 
pelled to maintain, 4 way But with — the 
the consciousness of William F. Oswald typist in a business office 
ing made errors added International Ty pewriting Champion it is absolutely applic- 
ll another burden. And abk 
vill be recognized that writing two extra Miss Stolnitz’s gross was wonderful. She 
rds a minute against a competitor who averaged 148.3 words a minute in the gross 
the speed too, is a real, not fancied handi Mr. Oswald's brilliant work in winning the 
World's Championship is of special interest 
\Mliss Stolnitz, third in the contest, fared because of the fact that he has been absent 
worse, imposing on herself a handicap from the speed contest—and especially from 
nine and a half words a minute; Mr. Hoss the training—for nearly two vears At the 
1, the 1918 champion, had to account for a outset of the war he enlisted in the Engineers 
s of two and one-third words a minut Corps, where he rendered splendid servic 


his is intended in no sense as a disparage and so was unable to keep up his practice 
nt of the brilliant work of these typists, His success is one of the hest proofs we have of 
to point out to students of typewriting the permanent nature of typewriting skill 
lesson of accuracy, but accuracy with Skill once acquired is probably never lost until 

eed old age, until the muscles los« their elastx ity 
lf any typist thinks that the penalty of | But it must be real skill—accuracy as well as 

words for each error is Excessive, just let speed 

figure it out for himself—with this in In studying the official records which are 
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given below, it should be borne in mind that _ this year’s copy. The difhculty of the matt 
while the words were about the same length as__is quite apparent in comparing the work 
in recent years they were composed of more _ the typists this year with that of last. 
difficult combinations to finger. Double let Mr. Oswald also won the one minute chan 
ters, hyphens, and combinations written en pionship, writing 147 words in the mit 


tirely with one hand were quite frequent in without a single error 


Official Records 
Made in the 


International Championship Typewriter Contest 


At the New York Business Show, October 20, 1919 


Professional Class 
Words 

Net Per 
Gross Errors Pen Words Minute 
William Fk. Oswald 8383 19 490 7893 
Margaret B. Owen 8482 60 600 
Hortense S. Stollnitz 8901 106 1060 
Rose Bloom 8366 53 530 
Hossfeld 8428 } 050 7798 
8191 540 7651 


RR) 1 
841 


R36 


I 
131 
131 
131 
1 
I 


4 


a eo eo 


George | 
» 


x0 
> 


Bessie Friedman 
Amateur Class 


Albert Tangora $241 260 
W. Gaskill $226 33 330 3896 
Howard G. Pfrommer 3970 3 230 3740 
Genevieve Maxwell 4051 ; 340 3691 
Clarence D. Bills 3799 160 3639 
Marion C. Waner $175 670 3505 
Minnie Regelmeyer 3709 2 240 3469 
Sarah Gold 4080 640 3440 
Ray E. Newgeon 3721 100 3321 
Adelaide Steinberg $188 940 3248 
Elsie Keller 3853 640 3213 
3632 560 72 


3981 


(,eorge 


Barney Stapert 
John J. Skalla 3173 
Novice Class 

Doris Liftchild 

Und. Joseph Costantino 

Und Elsie Brendgen 

Rem. Kate Joseph 

| nd Pe ter Domeni k 

Und. Edna Greenough 


Winner of one Minute Championship 


William F. Oswald—147 words without erro 


4 
18 


0 
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Se ee ee 


(he Learner and His Problems | 


A Department of Assistance for the Shorthand Learner and Others 





; 
‘ 
4 
‘ 


Conducted by John Robert Gregg, 77 Madison Ave., New York City 


Its purpose is to make easier and more pleasant the road to shorthand skill. The editor 


invites correspondence and contributions from teachers as well. as from learners 
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Notes on Study 


F THE study of shorthand has stimulated and put it into the field of spoken languag 
yu to do any analytical thinking about —and your writing represents the spoken 

the subject, you must have discovered words and not the written ones. This is a 
ng before this that each principle in short distinction that frequently is not understood 


nd has been worked out to fit a specific The stenographer really writes two language 
blem in word or phrase construction. As He writes his shorthand in its “working 


English language just “grew up,’’ new’ clothes form,” the spoken words; when h« 


rds being added involving new combina- types it out the words are supposed to be all 
ns of letters or sounds, shorthand had to ‘“‘dressed up” ready to meet the most exacting 


onstructed to fit each of these individual requirements of form and usage 


ses. Conse uentl , St > princi Ss Z 4 { - 
equently, some principles are o HOW TO RECOGNIZE THE FORMS 
wider application than others. Principles ri ee 

re not of equal value so far as their use is rhe prefixes and suffixes are very distinctive 


ncerned, but they practically are of equal 


ilue when the question of using them when 


in form, easily remembered and easily read 
for example, take the reading of the con, com 
equired is concerned, for you never can tell Prefix. rhese are represented by &. A study 


en the unusual combination will occur. © the principle shows that the & is used only 
's . ,  C ts > never ct re 
Therefore it is necessary to know each princi- before consonant 7 As k never directly pre 
as well as anv other principle cedes a consonant 1n English words (« xcept ? 


and /, in which the prefix form is not used) as 
PREFIXES AND SUFFIXES 


soon as you find it thus joined, you know at 
In the drills in this number ofthe magazine, once that it is the prefix—you can't read it 
e have some interesting examples of how as &. 
e frequent combinations in the language The prefixes will be of value to you only as 
ve been analyzed and brief signs and very you know them thoroughly and can apply 
ief rules devised to take care of them. Many them unhesitatingly. Your problem is to get 
these are the common prefixes and suffixes these fixed in mind. This can best be accom 
ith which the. old Anglo-Saxon has been plished by selecting a list of the commonly 
riched from the Latin, French, or Greek recurring words in which the prefixes and suf 
mgues. They are not always true prefixes fixes are employed and practicing these until 
nd suffixes in the etymological sense; but you know them. They give you a working 
ey are classed as such for convenience in’ background. You thus accomplish two things 
orthand. They are in reality shorthand § in one operation—you learn the application 
evices—worked out from the practical view of the principle and at the same time acquire 
oint rather than from the viewpoint of giv a vocabulary of useful words. The words 
ng the exact derivation, spelling, or language given in the accompanying drills will serve 
istory, or the written or printed form of the that purpose 
vord. In fact, the moment you put short In studying the prefixes and suffixes, thi 


nd on a phonetic basis—which is proper efficiency of your execution will be vast! 


ake it out of the field of written language increased if vou will observe carefully the 
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Drill NII Drill XLV 


Words Words 


Sentences Sentences 
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GREGG 








Sentences 














Your comn I tio! is ilready been 


1 











































s close together as possible and i presented to the cor ns 
way as to lose no time in passing fron 2. Such lack of econor will cause the los 
tot other study of tl —_— of his tortune 
' ns ogi * ' wer ' : 3 His unkind nner | not pass un 
wr _— aon — pra Ice md noticed 

ve this point when working on _ the a = Wife chel diecantions naw further dis 
ng exercises will assist you greatly cussion of the subject 

5 The subordinate expressed confidence 


DRILL Xl1ll in the fore sight of his con mandetr 
Word Exercise 


Almost, also, aldern in, alre idv, al 


DRILL XIV 





altogether, ulster, ulterior, ultimate, Any principle in shorthand ts only valuable 
to the extent that it 1s ised The fourteenth 
Combine, comfort, common, commence, ory : 
. , drill is one of the most attractive in the series 
erce com ssi0on compare compe 
ise, condense, concern, concert, con for there is just one principle involved—the 
‘ concise, contain, conduct, condition, adding of ¢ by disjunction—but it occurs 
, fer, confession, confine, contend, consign, jn a variety of combinations. The principl 
on 4: ie nsel a ty, cognate is very easily understood and applied The 
Fy bark, emblet 4 embody, embrace, , . 
npart mpel, per j mperfect, modifications, however should be str ssed 
re, impress, impulse particularly, since most of them are of intre 
} Endeavor enforce, engrave, enjoy, quent occurrence and the principle will not 
rge, enrich, enlist, enroll, invest, investi stick unless it is applied in writing a practical 
incident, income, increase, incorrect, 
Ae a , list of common words 
eed, indefinite, infer, inform, insert, inside, 
lve, unbelief, uncover, untair, unfit, . 
tistactory, unjust, untimely, unseen Word Exercise 
It will be en that the refixes ar ised only when 1 ( ontract, control, contribute, con 
ant follow W vowel | ws, t tla trarv, counteract, countermand, counter 
eats part, countersign, counterbalance 
5 Innate, inner, enact, imagine, inack 2. Construct, construction, constructed, 
te, inaccessible, imitate, immense, initial, constrain, constraint, constructive, construct 
il on 
. il1ve necessary, known, mature, mod 3 | xtract, exterior, exte rnal, extreme, 
exclude, extraordinary, exclusive, exterm! 
Vegative unnecessary, unknown, imma nate, extraction 
immodest 4. Interest, introduction, interchange, in 
Exceed, exchange, excuse, exhaust, tersect, intellect, intervene, enterprise, enter 
t, expend, expert, extent, exult, auxili tain 
oxbow, oxtongue, oxalic, oxide, oxidize, 5. Instruct, instructed, instructive, instru 
gen ment 
Formal. fortunate, foreign, forgave, 6. Retrieve, retract, retrench, retribution, 
give, formation, foreclose, foresight, lore retrospect, retrograde 
forenoon, toresee, torecast, toremost, 7 Restrain, restraint, restriction 
ego, forehead, furnish, furniture, furnace, ‘ Detract, detriment, deteriorate 
ve, furlough 9. Distribute, distribution, distracted, dis 
‘ Subdus submit, subway, subject, sub traction 
ce, submerge, subsequent, substance, sub 10. Electric, electrify, electrical, electri 
car, electric light, electric motor 


te, subtract 


\ bul hicl 11 Alternate, alternative, alteration, al 
good vocabulary of the words in which  ternation 
compound joined pr hixes occu! s} ould 12 | Itran arine, ultramut dane, ultra V10O 
be practiced, words like let, ultragaseous 


13 Central, centralize, centrifugal 
14 Lateral, latter-day 
15 


Letterhead. letterpress, literal, liter 


Inconvenient, information, untoreseen, in 


istent, unaccounted, * discontinue, recog- 


recommend, subconscious, inexpensive. * 
” ; ary, literature 
te on page 93 of the lanual 
eave — — 16 Matrimony, matron, mattress, ma 
Che prefixal abbreviations should be added terial, maternal 
° ° . 7 _ ] . ; 
vour list of word-signs because of them li Metric, metropolis, metropolitan 
. . 18 Nitrate, nitrogen, nitri 
juency of occurrence They will be easily : S 
=i : 19 Neutral, nutrition, nutriment 
juired owing to the fact that they ar 20. Patriot, paternal, pattern, patron 


itten according to principle ?1 Petrol. petrily, petershan petrok um 
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Drill XV Drill \V1 


Words Words 





Sentences Sentences 








) 


Ww, 


estimate, 


obstrt 
ont 
disinterested, un 


nteresting, © 


acted, contractive 
instructor, instruc 
tive, detracted ictive 
tected, d 


sentences 


in introdu 
cw 


ive 
r\ 
id literature 


pe trihed 


t 
Lie 


DRILL XV 
rely an extension of Drill x1v 


icticed in the same way 


tagonist, 


agri 
antiquate d 


inciusion 


ation, declined, 

, re iit 
Hvydrauli 
ol la 
Magnifx magnanimous, magnify, 

a, magnet, McKinley, MacDonald 
multitude, multiply, multiform 
overlook, overdue, 
overanxious, overcome, 
understood, understand, under 
underwrite, undertake, underground 
undercurrent 
Parallel, paragraph, paramount, para 
post oftnhce, 


lrocarbon, hydrogen, hy 


ley, 
Overtake, 
hz 


overe 


over 


large, 


core, 

isite, p stal, postpone, 

self-sufficient, self-conscious, 

circular, circulation, circumvent, 

, circumstances 

superficial, 
superintend, suppress, superb 

Shorthand, shorter, shipwreck, 

, transaction, translation, transfer, tran 

transit. 


ou con, 


Supreme, supervise, 


ship 


pi suspect, susceptible, sus 
suspend 

nunds and Prefixal words: Une 
unparalleled, self-control, untransfer- 
unsuspected, unsuspicious, misunder 
misunderstood, enter into, over there, 


time 


or mp 


Sentences 


His self-esteem caused him to over 
ite his worth. 
You are inclined 
work. 


| do not 
suc h 


to be superficial in 


understand how could 


a transaction 


you 
into 


Hiow 
letters? 
I consider McKer 


book superior to mine 


DRILL XVI 
setul 


ol ou 


W rds and 


ive 1 seri 


joined suffixes, and the following 


sentences will assist vou in adding them 


vour writing and reading vocabulary 

1. Noble, notable, audible, ample, 
example, suitable, salable, eatable, 
formidable, credible, trouble 

2. Describe, description, p 
scription, inscribe, inscription 

3. Afflict, affliction, reflect, 
conflict, confliction 

4. Thoughtful, hopeful, « 
ful, useful, harmful, 
breathless, achievement, 
ment, experiment, investment, 
slowness, f 


sample > 


irrita 


reflection, 
ireful, success 
wireless, 
appoint 
cement, ruck 
friendless, 


thoughtless, 
moment, 
lateness, iirness, 
gladness, fullness 

5. Impose, imposition, expose, 
tion, compose, composition, disposition, dis 
posal, repute, impute, imputation, compute, 
computation, depute, deputation 

6. Inspire, expire, conspire, re 
spire, acquire, inquire , re quire, c squire. 

7. Request, conquest, requisite, exquisite 

8. Yourself, myself, himself, themselves, 
ourselves. 

9. Result, insult, consult, desultory, as 
sume, resume, consume, consumption 

10. Sure, assure, measure, injure, leisure 
perjure, censure, pressure, adjure, conjure 

11. Ration, caption, fashion, mission, ses 
sion, passion, sentient, patient, ancient, defi 
cient, proficient, efficient, efficiency 

12. Farnsworth, trustworthy, 
thy, blameworthy, noteworthy. 

13. Compounds: MHopefulness, thought 
fulness, carefulness, hopefully, thoughtfully, 
thoughtlessness, hopelessly, actionable, fash 
ionable, missionary, consultation, momentary 
elementary, supplementary, requirement, ac 
quirement 


ness, 


t xposi 


aspire, 


praise wor 


Sentences 


1. I myself have no comments to make 
the usefulness of such a measure. 
His artless remarks caused amusement 
Upon reflection I believe that you will 
see the request is permissiblk 

4 The result the experiment 
notable achievement. 


5. His hopefulness under affliction is is 
spiring. 


on 


? 
> 
* ] 


ol was 


It will greatly assist you in getting the most 
benefit from these exercises if you will studs 
practice the 
attempting to write the words in the foregoing 
After you have written them, go 
them carefully analyzing each one, thi 
will tend to fix the outline in vour mind. | 


and shorthand plates before 


lists. 


ove 
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Graded Letters—Lessons XTII-XVI 








hed 


+} 


PHI 


GREGG 


Ne to decide 


pres nted 
the 


” publishes 


view by 


wits 


The Typewriter’s New Field 


By 
SVEN in tl 
4 | 


ventors ot tine 


drean of the in 


typewriter il 
was imagined that 
Id the place 
printing ofce 
New York City 
entire force of periodical 
inters 
in October 
and 
periodicals 1 


11 


I 
neve! 


— 
«iN 


happened in 


ind book 


ishing pi went on a vacation 


\merican ingenuity « 
is +) 


ne Liuera 


im 
+} 


( iront Was 
of the 


Chk tober 


o solve the 


proble 1, 


appearing in typ 


ten torm 
M. MeConnell, 
readers as private st 


1: 
T 


who ts well known 


cretary to Stelans 
n \rctic exploration trip a few years 


the New York 7 


leat Was 


tells inte 


ictober 


restingly 
19 | the 
nnell himself has had some experience 
ducing a 

lor he 


il ” 


Ow accomplished 


magazine under similar 
published a ‘‘magazine”’ 
iid of a typewriter on board the 
he Ar 1913-14 


is January, 


dith 
with 

“Karluk”’ 
\n account 
1915, Gregg 


ctic regiol 


was ven in the 


In the opinion 


of 
publishers, 


experienced printers 
Mr. Me 
magazine pub 
the 


has hitherto been one 


the 


magazine 
ell the 
ton may he 
ol 


st 


SAVS 


whole future of 


revolutionized by elimi 


what ol 


mn the 
operations typesetting He 
cS OF | 


O ¢ xplain the process 


t, the Col 


ps 


is carefully typewritten 


( stenographers ot the then 


editors. 
copied by expert typists, absolutely new 
ines, with 

Phe 


longer 


perfect alignment, being 
typewritten sheets, pur] 


than 


Mose ly 
wide I 
the 


and in measure the 
the \ 


then pasted 


column ol 
+} 


magazine, since 


" reduced in process, are 


Rupert P 


probably 


SoRelk 


pon large she ts 


graphed. That 


irdboard 


work ol 
editorial departme nts of tl 


and photo 


tin 


nds trie 


art and 


iT magazine there 


is no correction of either cut proots or text 


SO, 


proots: all that has been done before in 


reality, the copy is ‘set 
lact 


the 


ip’ right in the editorial 
be appreciated by 
publishing business. Then the 


typ written 


rooms al whicl will 


those in 


process engraver Uf 


ansforms the 


copy into zinc-surfaced, ready-to-print blocks 
} 


callitypes), which can be 


used exclusively 
in the printer's forms or 


the 


in combination with 


ordinary typ when 


Only 


typesetters can 


be obtained to set it nine hours are 


the 
the 
1 this manner, then, 


required from the 
editorial 


tim the copy leaves 


room until it is delivered 


to 
printer ready to print ly 
a magazine with a 
the 


DE le 


national circulation was 


lor first time in. history printed with 
[ tyix 


ot the 
lowed the Litera D 
Vuegent 


improvement 


Sore othet 


fol 
them, 


have 
ol 


mMmaygazines 
PEST Come 
mack 


has on 


Che 


been overcome 


distinct 
the 


right have 


method uneven 


by 
the 
this is done by 
there the 


margins on the 


a very simple device for justifying 


lines. In ordinary printing 
inserting spaces here and 
to make « 


ordinary 


lime 
In 


attempted 


on 


sO as ach tine come out even 


typewriting this ts 


not 


because it involves writing 
the matte The 
Vugent's Maga f " 
shows the 


Phe 


edge USI as iI 


and re writing 


same illustration 
the 


is accomplished 


irom 


on next page 


how 


first prool with 


bn 


an trregular 


done in ordi 


nary typing reader goes 
ver this copy and indicates 


s required Phe 
typed in accordance 
Tt 

Phe 


where wider 
space 1 matter is then re 


directions 
‘ ich 


with these 


result is an even margin on sic 
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A New Process of Printing by we find ranging 


the wav tron 


Typewriting and Lithographing © tor-ive spa 


This is not dus 
MARY WALLS TO OPEW SPECIALTY “s0)~ MADT Ua'lS 1° GPEN SPYCIALTY shor ; 
s improper training 
i Ca@W 46 street. eoporite wat utts-! Al 2 FP. 4678 Street, eppesite the Pits . 
ie = @eeart little denn: rhop| Ceriten hotel is « emmrt Little double chep pists always. | 
Jneleharmire ly decorated wintew teprilled. ine coarmingly decorated windew is Tilied . . 
mith onic Rate and ip the other ts s sign partially to the 
Shich reeds, “This is ery Balle mer”. 

t 


vite clLicthete ane tojthe ether is «a eign 
rnteh reoda, [7 This is Mery |Walle|snop*. . 
Tos the very eumo Kery Wallis whe fer yeere fluence of the 


ee the very eame Mary Bolles whe for years 

tas been/cognected wicafe net fire ef Jobn 

tanamaker as|reedy tolmerr buyer for both 
et" Tork end *hlledelpoie ehepe ao 


bees connected with the fire ef John ; . 
Gpnenaner as reacy-to-wear bayer fer beth =O) |uSINess mi 
few Tork and Philadelphis abepe has eet 
exclustve ests®liehnent efjher own. “Pp en exelusive estublisiment of ber own. ind the readines 
Yelle ebewed/cer little @hor te « Mise Walle showed her Little shop te « } : . 
we ef BUC NT*S * “wtifiet? *tve of MOGET's with jestifiadie § With which begi 
eunpe- oe id * gna coh plearee. 
ning stenographers 


Illustration of method of indicating when space should appear iwccept standards es 


tablished long 


«ly 
| recently had 

rhis is a practice than can be readily adopted opportunity of seeing some of the origina 

by the typist. Many of the school magazines letters written by Roosevelt to his chi 


printed on the mimeograph could be improved = dren and _ others, 
vastly by utilizing ‘‘justi —— 


_ - 


fied’ lines. Some of the a 














. . ———— 
publishers are very enthusi 
ee amet eof RLD-WIDE 
and goon to show how vast 
savings are effected. It, j 
of course, will be of value + 


to typists because it will 
open a field for their work 


that has heretofore been BELGIUM’S COLONIAL WEALTH 


closed or really undiscov 














ered. NVESTIGATIONS made during recent years indicate that 


The process employed by the Kingdom of Belgium as owner of the vast Conso Colo. 
the Literary Digest is par- 


: , . ny is possessor of a source of great fatare wealth. The 
ticularly interesting to our 


' » it te . Colony has an area of 812,890 square miles or in other 
readers because it 1is_ the 


first time that experts in words is almost as large as all the 26 states of the Uni 


typography have turned es lying east of the Mississippi (854,000 square 
their attention to typewrit- 


population,mostly black,is estimated between 10,0¢ 


ing, and have applied to it pte ; i ’ 
the came rules and etyie. md 15,000,000. A.study of economic conditions follows:- 
GN 


as far as possible, that have FOREIGN TRADE---Commerce in the Congo suffered only 
: : a. S 4 utb k of th s lonial prod- 
been applied in printing. crisis at the utbreak of the war, as coioniai pro 


: ucts broucht unusually high prices in the French and Engli 
rhe typist can learn much . ier: ; ae 

' cat The shortage of ocean steamships was severely fe 
from this. One of the first ;. ; - 


and 1916. 


features that attracts the The following table shows the Imports and Exports of the 
attention isthat paragraphs ¢ for the years under the Belcian Covernment. 


of] 
Ra 
°o 
s | 
+ 
t 


. . T+, + 
are indented exactly as in = 
printing—that is, the width 
of three letters. The aver- 


> 


- 
« 
© 


“ 
4 om Oo 


Nee eee 


“1 © 


age typist evidently knows : ssewe 
little about this, for the lS eeeee Cee eeeeeeeeeeees 


3& 


re onw 
mom 
. 

© 3G @ 
ao 

es & 
ow’ i 
aH .« 
>™M ee c 


ano wo 
~ 


ovocr 
ror rw 
»* + 


z 


typical business letter is seeee eee eerereeeesereseee 


on 
o 


AO eee EEE HE HEHEHE EEE ES 


generally lacking in typo- gill 
* 





graphic style and taste. Facsimile from a page of The Literary Digest, 


Paragraph indentation showing how a typewritten magazine looks 








GREGG 


THE 
pewritten Invariably 
form But 
appreciated the 


they adhered 


best Roosevelt was a 


man and value 
tistic presentation 

igest has secured some pleas 
artistic use of both 


Here and there 


i 
1 
} 
5 i 


»\ the 
and single spacing. 
tempt has been made to “‘justify’’ the 
inserting extra spaces between words 
tvpe faces are very much smaller than 
ition typewriter type, the space adds 
to the ease with which the page can bx 
\ll of the headings have been lettered 
The treatment of initial letters 
ticularly will be 
ing to the illustration of part of a page. 
tabulated beautifully 


irtist. 
happy, as seen by 


matter has been 


e typists who have produced the copy 
e Digest all praise, but there 
me crudities here and there, due doubt- 
Once “struck 
inexcus 


dest rve 


in a while the 
rhis is really 
is corrections can easily be made with 


» the rush 


letter appears. 


an entire column. The periods 


pVing 
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have not been treated with the tenderness 


that they deserve, and many of them ar 


obnoxiously obtrusive Occasionally the 
typist has forgotten that a period is unneces 
sary after a caption, and the double spacing 
between paragraphs in single-spaced matter 
In the issues 


is not always uniform earlier 


no attempt was made to “justify”’ the lines, 
but in the issue of November 1 this has been 


done in many places with exceptional skill 

rhe process of printing in this way is not 
new, but the application is new and has created 
The cen 


a dozen years ago 


a sensation in the printing trades 
tific American more than 
explained the method which it described 
as “Callitypic But it 


be 0k produc tion even long before this 


was employed for 
Some 
of our readers possibly will remember that 
the Rational Typewriting textbooks are printed 
and that Taquigrafia Fonética 
Gregg-Pani (except the 


in this way 
shorthand outlines), 


was produced entirely by typewriting and 


photo-engraving. Only in this way can 


the actual typewritten effect be maintained 


How | Picked an Assistant 


By Fred 8S. Bertsch 


President, Bertsch and Cooper 


KCENTLY we lost 

we'll call her 
held the title of 
addition was errand boy, stenogra 


othice 
Miss 


othce 


man- 
Burns. 
manager 


our 

ager 

She 
in 
bookkeeper, and filing clerk, because 
There are only 
Miss 


letters 


is a very small office. 
ot us altogether. I counted on 
dust off my desk, 


ut dictation, keep the books lor our 


s to write 


ership, and practically manage all of 


nancial, routine, and record transac 


is little article is to tell how 
to Miss 


designed 


I picked 


Burns. It is a home 


CeSSOT 


plan, mainly to eliminate 
infit, and | 


that might prove of practical use for 


believe there is an idea 


ants for jobs in larger organizations 
interviewed numerous girls who were 
lent that they could fill the job to 
complete satisfaction. I 


selected one 


by the look-and-guess method, and it took 
her only a few days to demonstrate her 
unfitness. Then | tests. | 
shall tell about only one of these girls who, 
in the test, failed completely. In the same 
way I shall tell how I finally 
young woman who seems to have all of the 
qualifications that Miss Burns had, and pos 
sibly a few extra good traits that will help 


designed my 


selected one 


out. 
One of the 
bright-appearing — girl 


early applicants was an ex 


tremely whose ex- 
excellent. 
working 
well. She 
that 
concern with whom I was well acquainted 
She described to me the character of the 
work she had been doing that 
she had studied four years in high school, 
and that she was able to devise and keep 


have bee n 


had 
knew 


seemed to 
that she 
which I 


perienc e 
She 
with a 
mentioned as her employer a 


told me been 
concern 


man in 


there, said 





WRIT 


ind 


he | 


Lice 
; 
ncelined to hire 


The following t| test | used which 


climinated het msideratior 


On a plain hive 
with the 


he 


words, om indet and 


initial letter ) ( wo capitalized 


words were 


Krudition; Waco 


Expedition 


ecrive 

| asked 
VDewr 

only 


this with 


the sentence 
held at Grant 


Vhe 


if} 


second 
lane VIEW 
you at « 

did not 

And altl 
iad once bee I her 
of Woburn! As tor 
heard of such a 


illed 


SOTTIC 


trom 


She mast I I rudition 


told rie that Boston 
home, sh 


Waco 


word 


«il all ougn she 
had hneve heard 
had 


isa 


she said she 


but 


something 


there w 


like that 


hever 


place if} lexas 
soldi rs! 
for 


difficult 


where there were 


Phe 


words | selected this litth 


| 
test SCCTI tow) please 


that ours is a professional once 


remember 


the voung woman I wanted to get for the job 


general 


which | 


would have to have considerabl 


intelligence rimarily, 


Was testing 


\ second part otf test which | gave 


the applicants was to write replics to two 


explained to 


without dictation | 


} 


Os 


letters 
replies | have already quoted 


of the 


the girl w 


that | was extremely caretul quality 


of typewriting and the general appearance ol 
Lhe letter that | asked 


was explained to her about 


letters first 
to 


follow Ss 


the 


as 


het writ 


‘Please write a letter this concern 


| gave here the address—‘‘and tell them 


that su has been 


bill which they 
Mr. Mackarlane h 


My letter of February 15 explained 


books 


this ppost 
} 


is not been paid 


paid by 
by him 


the matter Ask them to correct thei 


according] 
\t 


letter to 


second 


the same time | yave het the 


keep two matters 
this | clires ted her 
MacFarlane, asking 


ce on Monday 


could 
once. In 


to Nir 


i! possible 


See if she 


in het head at 


to address a note 


him to call it my off 


R FOR DECEMBEI 
\pril 2: 
lor 


' 
rtol 


one ol 0 n | permitte 


plan 


ne lave onh SsS.:atronery 


’ +} 


will not quot 
So much tor 


Onrst 


cl 


once w hie 
suld 1 


elit 


\ number of 
| mentioned the matter, t hev « 


take the test, t ret Lutomatically 


nating themselves. One who was not 


frank went way 1d Robin Hood's barn 
explain that it ou ake some little ti 


ithead taking the 
Ne ithe I 
turned. You 


undesirabl 


she not 


see, | ww good an elimi 


\ 
Lhe 


considerabl 


young wo 
more 

the 

shall 


wrot 


ul 
mL 


others | 


and 


sentence 


she words whi 


which 


| gave her differed slightly from the previo 


list The words are ital ized in the followi 


sentences 
‘Cook's « 
Mr 
Mi 


CSSIMISUK 


pe onsidered a tailur 
is well known 


of life 


Doe's ¢ 


Doe's pe is thorou 


Waco is a town located in Texas 


Che girl's mind seemed a chao 
his isa a ” €¢ ot vour picture 


hings were completed to a nicely 


| he 


young 


ana 


see, af&re well used 


words, you 


woman has proved very capabl 


fal 


unusually 


sO at least. answered all our needs 


has, 
we ll 
litt 


I am convinced that this simple 


t which takes onlv about fifteen minut 


est, 
princip 
offic 


devised on a 
plied in 


Ww! (Dt 


it the outsick 


which ci be almost any 


and for almost any course, the tes 


would vary according to the position t 


filled / m Oysten 


Holman 
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(he O. G. A. 


Devoted to the Development of Artistry in Shorthand Writing 


Conducted by Guy S. Fry, 631 S. Wabash Ave., Chicago, I11. 


Department 





‘ 
q 


This Department is_ the 
official mouthpiece of the 
0. G. A. The purpose of the 
organization is to encourage 
the development of skillful 
shorthand writing. Member- 
ship is granted to those whose 
notes show artistic merit. 


How to Become a Member: 
of the Practice the test article until 
. you secure two copies that 
Order represent your best work 

Mail one of these to the 

editor of the department and retain the other for com- 
parison with the published plate. If the specimen 
sent us reaches the required standard, a membership 


Y 


EMBLEM 


OOOO OSSD See Gen GanGe & 








certificate will be sent you. Otherwise your work will 
be returned with suggestions and criticisms and you 
may try again. To secure approval notes must be 
correct in theory, accurate in proportion and execu 
tion, free in movement. 


A Certificate of Superior Merit is awarded to 
those whose notes are of superior excellence. This is 
the highest credential awarded for artistic shorthand 
writing. It will be issued in connection with the 
membership certificate to those whose notes warrant 
it. Members may become candidates for the Certyi 
cale of Superior Merit. A circular about this certifi- 
cate and how to secure it will be sent on request. 


An examination fee of ten 
specimen submitted, 


Examination Fees: 


cents must accompany each 








Just 


months now I have faith- 


MIOR 


fully lectured you and advised you and 


some 
instructed you in the way you should 


to become good little shorthand artists, 


| lear 


have begun 
did 


dear friend of mine 


many of you must 


about shorthand somewhat as 


« young son ot a very 
it a well-known and ordinarily respected 
ticle of food. An unusual combination of 
umstances had made eggs an extra staple 
nent on his diet list, until one day being 
ered what most of us would have found a 
e treat in a fine piece of custard pie, he pro 
ted, “No! Thank No se 


for me!"’ He was fed up on eggs—and 
that the 


you! rambled egg 


don't want you to get way on 


G. A. 

\nvhow, if 
1 you month after month you are getting 
be so good a writer that you do not need 
ch more help; and if you haven't followed 
h good advice you are probably like me 
| hopelessly obstinate, and I might just as 
ll let you rest a while. When I begin again, 
rhaps [ will catch you off your guard and 
rsuade you to adopt some of my suggestions 
fore you get a chance to think up any good 
I want to finish up 


vou have done all that I have 


ison for not doing it! 


Chat 


the year in a good humor and I| want you to, 
so let's just gossip a bit and take a rest. 


HATS OFF TO THE B. C. MEMBERS 


Have you noticed how the O. G. A. rings are 
going to Columbus, Ohio? One of the finest 
clubs of papers I have seen in a good while 
good friend, George 


Fifty-four 


came recently from our 
L. Gebhardt, of 


of them, and every one of them passed easily 


Bliss College 
This was the second big club from that school, 
and fifty qualifying 
specimens in each of them Mr. Gebhardt 
such enthusiasm as 


there were more than 


writes that he never saw 


his pupils have shown in preparing these 


specimens, and says that he doesn't under- 


stand it. I can, and if you could read his 
letters you could, too 
contagious than measles, and though I have 
been in the Bliss College and have 
never met Mr. Gebhardt, I do not 
to name him as the source and promoter of this 


we rk 


Enthusiasm is more 


never 
hesitate 
doing such good 
friends ot 
many of you), am I 


enthusiasm that is 
down there. You 
this (and there must be 


his Ww ho read 


right? 


[ have learned that the man 


who makes these rings for us is willing to 


just 
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make some more, so keep it up, G G., 


and I will stand pat on the prizes 


“AND THIS REMINDS ME”’ 

teller, this “reminds me’ 
I got a letter the other 
day from an enthusiastic Pennsylvania mem 


Like a real story 


f something else 


ber, in which she said, “I am proud of my O. 
te J It to 
evén than my high school or normal diplomas, 
worked 


Certificate means more me 
because it is something that I really 
for and had a special interest in.”’ 

It occurs to me that there is something in 
Nobod\ feels proud ot 


doing just what everybody is expected to do 


this. particularly 
it is the extra accomplishment that distin 
guishes you. It may have been a good while 
ago, but I remember reading a little story one 
that fits 
man who was applying for 


day in here. It was about a young 


a position, and it 


will be a good story as long as there are 


Chis 
letter of 
othe I 


young men, and positions to be filled 


particular young man brought a 


Perhaps it said 
of it 
mend him to you from personal knowledge 
You will find him strictly 


the lett 


recommendation 


things, but the jist was, “I can recom 


honest Turning 
from r to the young man, the pros 
glad to 


that 


pective employer remarked, “I am 


know you are honest—vou were born 


wav. Now what have you done?” 

We do not have much to be proud about 
when we have to our credit only those accom 
plishments that must be classed as “‘expected.”’ 
It is when we do more than the expected things 
that we draw away from the crowd and begin 


to be worth considering. That's not a bad 
reason for getting down to business and win 
©. G. A. Certificate if you do not 
have one already. It isn’t so much to win, 


but it is one of the signs that show the way 


ning an 


You know some intelligent 
fast 
we 


z 
vou are travelling 


person said, “‘It isn’t so much how we 


' 
go as it is the direction in which are 


travelling, that counts.”’ 

But 
satisfaction one feels in securing recognition 
the O. G. A. It 


the development of a stronger 


there is another good reason for the 


such as Certificate gives 
irom 
interest in and appreciation of shorthand, its 


comes 
requirements and its possibilities. The course 
of study and practice that led to the passing 
concentrated the can 
She found 
it necessary to study the forms as she had not 


of the membership test 
didate’s attention upon shorthand. 
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studied them before, and to analyze the prol 


lems of execution, the mastery of which meat 


writing skill. 
study was an under 


The sum of this analysis an 


shorthar 


that prepared her to appreciate her accor 


between good shorthand and poor 


plishment and, quite naturally, to take prid 
i Your love of shorthand will grow 
| h it is wl 


in it. 
your skill in using it imy 
the O. G. A. Certificate 
after you have won it than it did befor: 

But this is getting dangerously 
ol 
this month! 


roves 
means much 


close to 


} 


. . 
a Tigi 


“preachment” on the value 
and I am just “chattine”’ 


FINE WORK FROM HAWAII 


\mong the clubs received during the p: 
from Mr. John N 
last year in National City, 
the High School of Hilo, Hawa 


schools have established with us 


month was one Beatti 


ll. 


an 


it Start 


standing of the differenc« 


more 


California, now i 
Hawaiia! 


1 envial le 


reputation for excellent shorthand work. It 


seems to be the settled policy of tl 
there to employ only the best teachers avai 


able, and the wisdom of this plan, is ampl 


demonstrated by the results secured. 


tit 
PEEiC 
1 


understand, though, that 
titled end 


the pupils 


a©r 


to much com: tion in thi the 


i 
he study of s 


SO til 


display great interest in t 


hand and unusual aptitude for it. 


and when | get the 
} 


nes 


I want to visit Hawaii, 
I shall hope to see one of t 
work 
Bea 


and capable classes at under 


struction of our friend Mr: ttie, 


ctssoctla 


A LETTER FROM THE CAPITOL 
Mr. Guy G. 


ring in our last teachers’ contest, 


who won an O. G 


(,eorge, 


is now wort 


enthusiasti 


ic Ss ho | 


band 


1 


We 


ing for the United States Shipping Board, i 


Wi 


be but 


hope | 


temporary, 


Washington is diversion of i 
terest will 
is of the kind that is needed 


notice that teachers art 


for his teachi 
He writes, 
being furnished a fu 
the 
teaching I woul 
. 


stimulus by your department for comit 


year. Believe me, if I were 


be in for one ol those cl ib prize s.’ cour 


he is referring to the 


tl ing that | 


na 


coming contest, and 


‘ ' 
i aly 


would rathe 
the ve 


don’t think o 


leave in vour minds at the close of 
i deter! 
Dor 
Keep lil) 

t} 


rit 


than thoughts of the contest and 


nation to win a and honor in it. 
to get 
good work vou 
will bring the good luck vou well deserv: 


prize 


be afraid enthusiastic 


doing and new 


a©e 








. G. A. Awards 
Club Prizes 
Gold Pin 


) thy Coodri h, Ansonia 


, Conn. 
Silver Pin 


High 
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Plate for the October O. G. A. Test 


School, 


\gnes Hawkswell, Lakewood High School, 


wood, Ohio 
Bronze Pin 
Robert Fothergill, vagle 
ol, Eagle Grove, lowa 


4 


stol, R. | 
1 


Grove High 
ngelo Pozzi, Colt Memorial High School, 


Elenora Berg, High School, Sturgeon Bay, 


eorgia Smith, Lewiston High School, 
iston, Idaho 

Minoru Okada, Hilo High School, Hilo, 
Wall 

llian Carter, Behnke-Walker Business 


ege, Portland, Oregon 
Honorable Mention 
iarlotte Mueller, Ansonia 
sonia, Conn. 


High 


School, 


lenry Rehn, High School, Ritzville, Wash 


orothy Bailey, Eagk 
gle Grove, lowa. 
Helen Kirkpatrick, 


ol, lroy, N 

Vm. Denton, Washington, D. C 
tta |. 
laine A 
ol, New 


Zoll, Chelsea, Mass 
Bodah, Most 
London, Wis. 





Precious 


(srove High School, 


Lansingburg High 


Blood 





December O. G. A. Test 
(Good until January 25, 1920 

Ruskin suggests that no gift of the Creator 
exceeds the divine gift of work, and Roosevelt 
restates this in twentieth-century style when 
he says that “‘The Law of Life is essentially 
the Law of Strife.’” Philip Armour remarked 
that some halfway folks get by, but that they 
do not get far. He said that men who do 
things with completeness and finality are 
always trusted with responsibility up to the 
limits of their capacities, and are well paid 
because they require very little watching 
Our salaries advance as our supervision re- 
cedes. Theodore Shonts, the New York 
magnate, was fond of telling of an lowa 
farmer who once sent a dollar to a Chicago 
concern which had advertised to tell anybody 
how to get rich upon receipt of that sum 
When the recipe came it said, ‘‘Work like the 
devil and spend nothing.’’ Mr. Shonts always 
used this recipe when asked the secret of his 
rise in life. When once we have learned the 
secret of painstaking, unhastening labor the 
world has little more to teach us 

The unfinished task not only 
the joy of achievement, but it reacts sharply 
on one’s character. A young man 
selected for important employment by a 
shrewd judge of men who had noticed him 
walk back ten paces to kick into the street a 
piece of pasteboard he had missed.— Harr) 
C. Spillman, in “Personality: Studies in Per- 
sonal Development.”’ 


robs one ol 


was once 
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Vote in \ mericé 


Emerson on the 
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Editorial Views 





The Gregg Writer Fund for the 


Sholes Vionument 


THEN Christopher Latham Sholes com 
p pleted the first typewriter, in 1867, 


he created a new protession a pro 


sion that gives vou and thousands of others 


big opportunity for education and mental 


; wth, for constructive service and material 


incement. Every user of the typewriter 


day reaps a distinct benefit from the genius 


Sholes 
Che Gregg W) believes that every typist 
d every writer of the system would like 


show his appreciation of the inventor of 
e typewriter. To assist the Sholes Monument 


offering our readers an 


Commission, we are 
ortunity to subscribe to the fund which 
being raised for the purpose ol erecting 


memory of Sholes 


nonument to the 




















The Proposed Sholes Monument 








that many of our readers will 


We know 


feel that it is a privilege to subscribe to the 


fund to commemorate a work that has meant 
so much to all of us lo this end, we are 
establishing The Gres Writer Fund for ti 
Monument lo make it 


appreciation by securing the largest number, 


Shole more of an 


and to give every one a chance on an equal 


footing, the subscriptions will be limited 
to $1.00 trom each person rhe names of 
those who contribute will be published in 
the Gregg Writer from month to month. Send 
in your subscription as early as_ possible 


\ddress the envelope 


PREASURER, 
MONUMENT 
AVENUE, 


JoHN R. Greco 
WRITER SHOLES 


77 MApIsoN 


(,;REGG FUND, 


New York Ciry 
It will be an advantage to send this separ 
ately from any other correspondence Be 
sure to typewrite your name as you want 


it to appear in the magazin 
Let us get back of the memorial and make 


it expressive ol the Gregg Writer spirit! 


The Convention Resurgent 


clearly shows the 


TOTHING more 
me 
l derful resilience of 


and especially the minds of 


won 
American minds 
American 
educators—than the ease with which every 
body has turned from the big job of winning 
the 


of then professions 


the war to present everyday problems 
During the dark days 
of strife no one had a heart for anything but 
But 


simply 


the one dominating idea with victory 


on our side, re-adjustment meant 
getting back into the harness and starting 


Che 


revival of the educational conventions reveals 


the wheels of progress spinning again 


this spirit 

Specifically, the Eastern Commercial Teach- 
ers’ Convention in the spring, after a vacation 
work 


characterized by a feeling of common brother- 


of two years, did some notablk It was 


hood of interests, the wiping out of partisan 


differences, and a spirit of coéperation that 
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than the 
ordinarily 


indicated a progres lar greater 


lapse of two time would 


make possible 
The 


Commercial 


coming convention of the National 
Teachers’ Association at Chi 
cago, in December, promises much. The splen 
did recognition and appre iation ol busine ss 
about, has 
ettect 


training that the war brought 
had a 
| 


the commercial teachers 


wonderfully stimulating upon 


New 


have 


everywhere. 


problems have arisen, and teachers 


turned their attention to the solution of them 


with enterprise and success 
here is good reason for a revival of interest 
mn conventions, for the commercial schools 
ption, have enjoyed a prosperity 
past without 
way, that 


Every 


without exce 


during the two years that is 


precedent—a prosperity, by the 
has been earned by results achieved. 
thing points to a continuance of prosperous 
Chere was anything like 


the demand for that 


conditions. never 


commercial training 
exists to-day. 

The commercial teacher who fails to attend 
one or more of the conventions this year will 
be missing a great deal in inspiration, in the 
an exchange of ideas 
problems The 
march of 


values obtained from 


and the discussion of new 


only way to keep pace with the 


events Is to join the prov ession 


(commercial ‘Teachers Active in 
Recent State Conventions 
rRNVUAT 
actively pushing forward in the path 
of progress since their last state meet- 


commercial teachers have been 


ings is evidenced by the large attendance and 


enthusiasm manifested in the commercial 
sections of the various State Teachers’ Asso 
ciations held within the last month. To date 
interesting reports have been received from 
the commercial sections of the following 
assot iations: The Central Ohio 
Assox iation, and the Minnesota, 


Indiana, and Iowa State Teachers’ Associa 


Teachers’ 
Michigan, 


tions 


Space does not permit presenting the 


programs, which are of interest in reflecting 
the aims of the commercial department 

Many of the teachers present served in war 
brought to the meetings a 


necessity of more thorough 


activities and 


message ol the 
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training, a stronger foundation in English and 


spelling, and a broader general reading pro 
gram leading to the 


crimination and judgment 


development of dis 


The development ol a strong pt rsonality, 
and attention to social ethics were emphasized 
as essential elements of the student's educa 
tion 
rhe 
standardization of 
in a determined effort 


teachers seem united in a desire for 


commercial and 


courses 
to raise the standard 
of commercial education 

A study of 
relation between the commercial teacher and 


the community and a closet 
the business men was urged to make the com 
mercial department a real factor in promoting 


the interests of local ente r] 


The Need for Teacher-Training 
MONG the interesting papers read at 
the Connecticut Business Educator's 
Association convention at New Haven 
October 11, was one by Pilford, 
director of the Commercial Department of 
the State Normal Training School, Williman 
tic, on “Some Phases of Commercial Teac! 
er-Training.” 
“The problem of teacher-training facilities 
for commercial Mr. Tilford r 
minded the convention, “‘is the biggest prob 


he pres 


me 


Ger rge R. 


teachers,” 


lem facing commercial educators at t 
ent time. Few teachers of commercial sub 
jects have had any training in educational 
methods and pedagogy. Whatever of peda 
gogical training has been given, has been 
handed out by educators who knew littl 
of either business subjects or business, and 
were unable to vitalize their work. 

Many states, instead of taking up the sub 
ject of commercial teacher-training and push 
ing it to a high degree of efficiency, hav 
done quite the opposite; they have lowered 
the standards of licenses in order to 
the growing demand for teachers to 


state 
meet 
teach commercial subjects. Of course, boards 
of education had to have teachers, and through 
the stress of war they were justified in lowe 
ing standards. But before the war mam 
states permitted teachers who had no busi 
ness experience or business training to teacl! 


commercial subjects. In all states, too, wher 


special commercial requirements are de 
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THI 









than tor 





ed, the standards are lowet1 
enses in other departments in the high 
; ls Many states make no certification 
| equirements These needs should be recog 
ed and license requirements standardized 
1 upheld.” 


rhe growing recognition of this need fo 


commercial teacher is evi 


mun tor the 


ed in the introduction of commercial 


artments and the expansion of the courses 
I and 


fered in the universities all 
both private and publi 


normals 


teachers are welcoming the 


yportunities extended by these schools ts 
idenced in the steadily increasing numbers 


their classes. 


\Ir Pill 
hortcut to 


They have discovered, as 


rd pointed out, that “education is 


learning.” 


Opportunity for Higher Skill 


rQWANHE practice of shorthand is a skilled 
profession The work of the stenog- 
rapher is measurable in terms of results 
tained—not only in quantity but in quality. 
susiness has speeded up tremendously in 


Skilled workers are more in 
emand Last month we 
iblished part of a circular issued by the 


e last vear 


than ever before. 


Civil Service Commission, showing that in 
\ashington alone there were about two hun 
lred more positions open each month than 
here were stenographers to fill them. This 
the business world 


eveals the condition in 


But, 


luction in business and industry, there has 


with the increased demand for pro 
ilso come a closer analysis of the problem 
f production in the stenographic depart- 
ment. When 

business man was paying from ten to 


Standards have been raised. 


venty-five dollars a week for stenographic 


rvice there was not so much need for an 
ilysis of actual production results as there 
o-day with salaries advanced from twenty 
to hity per cent. The student of short 
nd and typewriting who thinks that, owing 
the present shortage of stenographers, 
rtcomings will be glossed over, is building 
sand. It is an economic fact that when 
e demand for an article becomes insistent, 
e article will be forthcoming. There is just 
1 way to meet the situation—and that 
by preparing thoroughly for the work, 
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staving mn school 11 rive a re 


is an assured fact 


The demand now is for the hig! skilled 
and the opportunities were never greater 
Every day we receive calls for expert stenog 
raphers—stenographers capable of making 


verbatim reports of busines 


conferences. One of these calls came trom 


abroad, where a number of rts were re 


quired for import ind interesting govern 
ment work 

indication continued 
first-class skill A pre sidentia! 
held Phis 
number of opportunities 


skill 


direction In 


Every 


points to a 
demand for 


election will be next vear. will 


create a attractive 


for stenographers with the higher Busi 


ness is reaching out in every 


need for mor 


reased production means the 


stenographers. 


Our advice to each student who has just 
entered a business school or expects to entet 
one is to make up his mind to get the best 
possible training and to develop the highest 
possible skill of which he ts « ipable In this 


immediate 


way he puts himself in line for 
and profitable employment, and _ insures 
advancement 
Editorial Brevities 
The University of Georgia, at Athens, 


Georgia, has established a shorthand and 
typewriting department in its School of 
Commerce. The new department is under the 
direction of Mr. George M. Broadhurst. 

It is reported that a great deal of interest 
is being manifested in the new department 
and that a number of students in the School 
of Commerce, as well as from other depart 
ments of the University, have enrolled for 
the shorthand and typewriting course. 


> > * 


Many of our readers will be interested 
to hear of the 
Gregg, niece of the editor, who has been writ 
ing the shorthand plates for this magazine 
and for our other publications until recently. 
Miss 


Gingell, of 


marriage of Miss Georgie 


On October 1 Gregg was married 
to Mr. Louis B. Birmingham, 
England. The ceremony took place at Sefton 


Church, Liverpool, England, and was attend 
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ed by relatives of both bride and yroom The 
young couple will make their home at Lima 


Peru 


Correction is here made of an error in the 
November magazine in speaking of the recent 
change our friend Mr. James C. Reed has 
made after his years of notable service at 
Wisconsin State Normal School, at Whit 
water Mr. Reed is now Associate Professor 
of Education at the University of Pittsburgh, 
Pittsburgh, Pa He was at the Universit 
of Minnesota, at St. Paul, only for the sum- 
mer term. Still another step upward, his 
many fellow-workers and old students will be 
glad to note! 

ee @ 

Announcement reaches us of the marriage 
of Miss Viola M. Roberts to Lieutenant H. F 
Hastings 

Miss Roberts was for some years a stenog 
rapher and afterwards head of the Teachers’ 
Bureau of The Gregg Publishing Company, 
Chi ago She re signed to take a position with 
the Red Cross and was assigned to the Paris 
office as a stenographer. Lieutenant Hastings 
was amemberof the now famous 89th (Kansas) 
Division and served in the’ Argonne, St. 
Mihiel, and Chateau-Thierry campaigns, 
during which he was seriously gassed. 

Che couple will make their home in Tampa, 
Florida. We feel sure that hundreds of teach 
ers who received their positions through Miss 
Roberts’ good services will wish her all pos 


sible happiness 


Mr. Melville Danestord, late of Bulawayo, 
Rhodesia, writes stating that as a result 
of the insertion of his name and address in 
the July issue of the Gregg Writer, he has re 
ceived a large batch of letters from all parts 
of America 

Mr. Danesford has joined the staff of our 
Liverpool office He wishes us to state that 
he is answering all letters received as quickly 
as possible The delay so tar in replying 
has been due to letters sent to his Bulawayo 
address having had to be re direc ted to | ng 
land 


Did vou see the announcement in the 
November “Key” and on page xi of this 
issue, about the change in subscription 


rates: 





An Educational Message 
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e Typist and Office Worker- 


A Clearing House of Ideas for Typists and Office Workers 


Conducted by Adelaide B. Hakes, 631 S. Wabash Ave., Chicago, I11. 








The O. A. T. is the professional organ- 
ization of the artists in typewriting 
It is open to all who qualify as superior 
craftsmen. 

Junior Membership: Membership in 
the Junior division is open to anyone 
who is studying typewrit ing in a school 
or by himself who is able to pass the 
Junior test. 

Senior Membership: Membership in 
the Senior division is open to all typists 
whether attending school or not who have reached 
a speed of at least forty words a minute. Senior tests 





ORDER ¥ 
ART; Rm 
TYPISTS 











aati ti a dee ee ee, ee . 


must be accompanied by a signed statement that 
the candidate has attained this speed. 


Tests: The test for both Junior and Senior member- 
ship appears in this department each month. Tests 
may be practiced as often as desired, but only one 
specimen should be sent in. Each part of the test 
should be typed on a separate sheet. A test is good 
only until the 25th of the month following publica- 
tion. An examination fee of ten cents must accom- 
pany each test. A beautiful Certificate of Member- 
ship is issued to all those who pass either test. A 
circular giving full particulars will be mailed upon 
request. 








\laking a Personal Application of the Inter- 
national ‘Typewriting Contest 


r O READ the results of an International 
lypewriting Contest is to awaken to 
the marvelous speed possibilities ol 
man fingers applied to the keys of the type 
riter It at once arouses our admiration, 
kindles our enthusiasm, and furnishes an 


tus to rise above just average accom- 
rhe participants of these con 


to themselves, by 


shment 
ts while bringing glory 
eir effort and their achievement provide a 
mulus that should be felt by every typist 
tne land. 
lt is interesting to notice that accuracy was 
factor that determined the results in the 
ferent classes—in the hour's grind of the 
fessional class, the thirty-minute amateur 
test, and, what should particularly inter- 
the student typist, the fifteen-minute 
ice contest in which those only were eligi- 
who had not used a typewriter previous to 
tember 1, 1918. Next year’s novice con- 
tants, then, from this year’s 
ginners, from the many who are now learn- 
You can't 
n too early in your work to have an aim as 
as that. How much of a readjustment of 
ir self-estimate would it require to think 
vourself as the That 
idjustment of mental attitude is the very 


ng that you 


must come 


g typewriting—you, perhaps! 


victorious one? 


is usually necessary to start 


toward greater accomplishment. Expect and 
big results of yourself and you will 
“Faith opens the door of ability 


confidence 


demand 
get them 
and and 


develops superiority . 


is the very basis of all accomplishment 

It is true that doubts will appear in the 
offing and discouragements will at times slip 
in, but they are too detrimental to your 
and 


that 


harbor. Cast them off 


attitude. 


progress to 
put on the 
it is just as possible for you to accomplish 


winner's Know 
as for them, that their success was not so much 
a matter of natural adaptability as intelligent 
They hard, hard work 

persistent and unfaltering that is the 
but bear in mind that 
traitors, and make us lose 


practice. won by 
and 
way you will win, 
“Our doubts are 
the good we oft might win by failing to at 


tempt 


THAT TROUBLESOME THIRD FINGER 


One very quickly discovers that he is unable 
to release the third finger from a key after it 
has been struck as readily as he can the other 
fingers, and he finds that he must work spe 
cially and constantly with that finger to bring 
up its the possible 
point so that it will not unduly impede his 


efficiency to highest 


speed. Exercises that will bring about greater 
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peed in stroking and more control in reaching 
beneficial 
the third 


tend ncy so many 


with the third finger are highly 


One difficulty in stroking with 
found in the 


ot holding the 


Vey will ln 


s have other fingers on 


; while striking Chis must not he 


done: it hope lessly cripple s the action of the 
finger. \ 
» 


show you just the effect this has. Place your 


third simple experiment will 
fingers on the desk, curved as in typing, hold 
the other fingers down and attempt to raise 


You will 


third finger seems bound down 


the third finger and stroke rapidly. 
see that the 
and it is impossible to manipulate it with 
Notice, too, that even 
when the first and second fingers are raised 


any degree of speed. 


the action of the third finger is still restricted 
if the fourth finger is held down. Yet that is 
what thousands of typists are attempting on 
hey insist on keeping the 
finger glued to they term the 
key,” the hand will 
vet out ol position if they let go. It is very 
fourth finger when held down 


the machine 
what 


that 


fourth 
“ouide fearing 
true that the 
acts as an anchor, but do you want to be 
Just as surely as an anchor keeps 
fourth 


an hored? 


a boat from moving forward, your 


finger anchor will arrest your best and most 


earnest endeavor to acquire speed. If you 
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hold the fourth finger securely in positior 

you strike with the third, you are very lik: 

to acquire a swiveling movement, the fou 

finger acting as a pivot on which the arm a 

hand turns in striking the third-finger divisi 
wsxandol. (period 

If you have acquired this method of ope: 
tion or have the slightest tendency to do it, \ 
away from it, for it is positively fatal to spe: 
It therefore develops that the finger striki 
is the only one that actually comes in cont: 
with the key. Care must be taken, howev: 
to see that the fingers not engaged in striki 
are curved close above the keys in a positi 
ready to strike. You will have no difficult 
in keeping the correct position, as the ar 
does not move, neither does the hand m« 
from right to left. 

Merely going through a set of drills on 
or twice is of little benefit, but practicing ther 
until a high degree of efficiency is develope: 
is of the greatest benefit. If there is a we 
spot in your typing technique, it is ver 
like ly to be in the third finger, therefore mu 
letter and word drill should be used. Keep th 
drills 


material. 


given here for ever-ready practi 


If you have 
shift 


learned 


letters 


not yet 


use of the key, use small 


begin the sentences 


Third-Finger Drills 


Stroking Exercise 


ssssllllwwwwooooxxxx.... 
ssssllllwwwwooooxxxx.. 


ssssllllwwwwooooxxxx.... 
ssssllllwwwwooooxxxx.... 


woslx. woslx. woslx. woslx. woslx. woslx. woslx. woslx. 
woslx. wosSlx. woslx. woslx. woslx. woslx. woslx. wos1x. 


Words 


owl solo ox 
owl solo ox 


slow loss wool sow woo soso low sox 
slow loss wool sow woo soso low sox 


Coérdination Exercise 


ewe sex dew 
ewe sex dew 


exceeds ilk. kilo oil.look ill.olio 
exceeds ilk. kilo oil.look ill.olio 


Sentences 


were lost in the toils of the swirling snowstorm 


excess of six hours. 
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were lost in the toils of the swirling snowstorm 


excess of six hours. 
while ex- 


1ie Wily fellow looked extremely listless 
rting himself with the towline. 
‘he wily fellow looked extremely listless 
ting himself with the towline. 


while ex— 


Que: stionnaire 


aiming at right now in your 
an award or medal—a typewriter? 
your craft toward speed with the 


Is there something you are typewriting work, something 
p—an O. A. T. certificate 
\re you attempting to row 


fourth-finger anchor 


\re you able to do the third-finger stroking exercises very rapidly? That is the way 
suld be done 

Will you memorize the two third-finger sentences given in this number 
1 technique drill? In them, letters struck by the third finger predominat« 


And, lastly, may I wish you all the good things that go to make up “‘A Merry C 


and-‘use them 


O 
\\ hen the Typewriter Came to the Fore and 
Helped Break a Printers’ Strike 


rRNHE middle 


magazine 


whok by the way, is the final proof reading neces 


sary, for the 
photography cannot 


tober found the 
New York City 
tied up by a printers’ strike. As 


ot Uc 


industry of and 


rest is done by camera, 


miss pt ll 


ximately 75% of the magazines of the 
are published in New York, 


imminent 


a Maga- 


famine was unless other 
could be found to meet the emergency. 
mergency was met by The Literary Di 
hen on October 11 that magazine 
ever published in 


the first edition 
To accomplish 


photography. 
was eliminated 


a by 


the typesetter and the 


pher substituted. How necessity be 
and the 
linotype, is told 


York Tribune 


he mother of invention, 
took the of the 
interestingly in the Neu 


type- 


place 


ticle, in part, follows: 


Ve had our choice during the strike of 
nding publication or assembling what 
| like a practical process and printing 
new said William S. Woods, 
ving editor of the Funk & Wagnalls 
lical. ‘‘We decided to experiment, and 

shed product, though susceptible of 
vement, serves its purpose and opens a 
held of experimental research in news 
d periodical publishing 
e process is quite as simple looks 
ial matter is prepared in the customary 
nd turned over to a stenographer. The 
grapher types off the article and it is 
ned to the editor for a reading. That, 


basis,” 


as it 


‘After the typed matter comes back to the 
editor, a page is planned, including the art 
This is taken to the art room, typ 
written copy and the graphs 
are pasted upon thick paper in the form of a 
page. That pasted matter is photographed 
and reduced on a zinc etching to the siz 
of the “Literary Digest’’ page. From the zin 
etching, plates are made and the magazine 
published by the usual print process.”’ 

While in the act of 
of sorts, it might be 
end of bustle and flurry 
of “The Literary Digest 
case. There was a dead calm, 
brisk winds that ordinarily 
desks in an average editorial room 

“Supposing the stenographer 
error?’’ was asked 

“Here is how we 
reviewer 

In his hand he ca itten 
upon which the stenographer had origi 
made an error. Correction did not in 
resetting of the entire pag In 
in which the error appeared 
amanuensis and was then 
superimposed, by the pinning, 
upon the erroneous line. In photographing 
the page the correction melted into the pi 
ture in such a way as to reproduce without 
blemish. Indeed, in the majority of the pages 
of the that already has been printed, 


where the 


cartoons or photo 


springing a revolution 
imagined there 
in the editorial rooms 

Such was not the 
with none of the 
irom various 


was no 


issue 
makes an 


doctor ity said t he book 


rried a sample typewr 
page, 
nally 
volve the 
stead, the line 
was retyped by the 
process ol 


issue 
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pe 


the 
an 


corrections made, yet 


that 


there were typing 


corrects so smoothly no eye ¢ 


camera 
detect 
While Mr t he 


ol 


Woods estimated that 
was approximately the same as that regu 
lation printing, the head of the “Literary 
Digest’ art department rated the cost of the 
photographed pag $10 or $12 
for the printed page 

Che shift 
plished with the utmost « 
“The Literary Digest” of the 
compris s eighty pages, it Was not even neces 
sary to hire extra stenographers, a_ hall 
dozen of them completing the work \ great 
of the page were devoted to advertis 
which was published in the usual way 
plates delivered by the advertising 


cost 


>/, aS against 


to the new formula was accom 


Although 
current 


ase 


issuc 


many 
ing, 
from 
agencies 

It t he one 
that it can develop a machine 
and kind of type now 
which, by the same would eliminate 
the necessity of constructing ads by machine 
and hand Thus it would be possible to pre 
pare a complete magazine with the assistance 
of neither hand- nor machine-set type, an 
example of which the current issue of ‘‘The 
Literary Digest" offers only editorially 


Is claim of typewriter company 
with the size 
used in advertising 


proc Css, 


oO 


A Useful Hint on 


7 HEN doing tabulated work containing 
ol 

leaders used, as in this month’s 
tabulated of the oo A. F. 
test, the work will look neater and less com- 


Tabulating 


items where lines periods or 
are 
exercise Senior 
pact if a space is left between the periods. 
If the periods can be kept in vertical rows, 
the appearance is much improved. It is an 
easy matter to do this if when striking the 
first line of periods you will notice whether 
numbers on the 


come on odd or even 


W hen the last word ol eac h suc ceeding 


they 
scale 
line has been written, notice whether or not 


should before striking the first 


period to make it come on an odd or even 
line. 


you space 


number in the way it came in the first 


° 


Material for O. A. T. Tests 
(Good until January 25, 1920) 
Junior Test 
1 Arrange the following article artistically 
on a letter-sized sheet, with even margins sur 


rounding the exercise 
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CARELESS ABOUT OUR FLAG 


lt was way past sundown, and the Americar 
flag was being hauled down on the clubhous« 
grounds 
three 
while 


t he 
at 


lowered 


Standing on were 
four little boys 
caretaker 
indifference 

\ man is the flag reached th 
level of his eyes, glanced at it as though it wet 
an ordinary piece of cloth 


little 


pavement 
rigid attention, 
the flag with 


the 
carel Ss 


passing just 


“Gee!” said one boy, “that guy didn 


salute nor nothing 
The man 
merely 


meant 
careless 
cans have. We love 
than our own 
our aflection 
But, the sak 
foreign born, who n 
shouldn't we cultivate a 
feeling toward Old Glory? 


2 \ rite the 


sheet, 


no insult to the flag He 
It's a habit we Ameri 
the Red, White, and Blu: 
life, but just 


was 


more we don't 
show 
the children and 
ivy not understand 


more demonstrative 


lor ol 


following ten times on a let 


ter-sized looking to attractive arrange 
ment 

The man who 
everything rhe 
his best has done 


has done his best has don 
man who has done less thar 
nothing 


Senior Test 


\rrange the following letter attractive 
ly. Punctuate and paragraph where neces 


sarv, and sign vour name as President 


Mr. Henry T. Hastings President Henry 
r. Hastings Investment Company Denver 
Colorado Dear Sit In the effort to produce 
certain results every detail must be carefull) 
planned. The writing of a letter is a method 
of conveying thought and the recipient of 
letter unconsciously impressed with the 
communication before reading the letter 
as the heading quality of paper and the fori 
all add to or detract from the contents 
For a real satisfactory paper I would like t 
suggest that on your next order you specif) 
Bigelow’s Bond a paper combining every 
element desired in first-class business corré 
spondence paper and yet the price is reasot 
able. Upon request I will be pleased to mail 
sample book showing the various weights 
Yours very truly The George Bigelow Pape 
Company. President. P.S. Bigelow Bond 
can be secured through any first-class printer 


in the West 


) labulate the following with headings 


1S 


Coinage in the United States for fiscal year 
Coinage at the United States mints during 
the fiscal year ending June 30, 1919, was 
follows: Half dollars (Illinois centennial 
100,068 pieces, value $50,029, half dollars 
14,104,600, $7,052,300, quarter dollars, 18, 
801,000 pieces, $4,700,250, dimes, 28,795,00' 
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$2,879,500 Total silver pieces 61, gold), 29,195 pieces, Peru (nickel), 13,750,- 
58. $14,682,079 Five-cent nickels, 29, O00, Argentina nickel), 47,595,000, Nic- 
500 pieces, $1,457,875, one-cent bronze, aragua (nickel), 100,000, Nicaragua (bronze), 
6,300 pieces, $3,480, 663 Total minor 750,000, Peru bronze), 7,000,000, Siam 
376,223,800, $4,928,538 Total domes bronze), 13,175,000, Philippines (silver), 
e, 438,024,458 pieces, $19,610,617 11,115,000, Philippines nickel), 2,000,000, 


other than United States: Peru Philippines (bronze), 7,600,000 


o 


December Typewriting Speed Test 
\ OW. a great deal of sense and a great deal of rubbish has been written about 


ambition; but it has always seemed to me that the man who hitches his 

wagon to a star deserves to lose the wagon at daybreak. That simile about 
life being like a stepladder bas, on the contrary, something very fine and sane and 
practical about it. Because any sensible man, if he has to climb a ninety-foot lad- 
der, takes one look at the top, stows away a picture of it in his mind, and then 
begins to examine into the state of repair of the first few rungs. And if the tenth 
to the sixteenth rungs are missing, it doesn’t do him any particular good to crane 
his neck in a swan-like curve toward the heavens and to go into a sentimental trance 
ibout it. His job is right before him, where he can get his hands on it. 

\iy own perspective of life resembles a ladder that doesn’t end at ninety 
feet; it goes on indefinitely. No matter what the school principal says, there 
isn't plenty of room at the top, because there isn’t any top. You have to keep 
letting go and taking a fresh hold; and one business day is a step or, as in my own 

ise, One story is a step. It doesn’t do any harm to dream of the unapproachable 
summit once in a while. But the fact remains that dreaming, in itself, is likely to 
be time wasted, and that the real game is to climb round by round just as far as you 

in, and let it go at that. I'd rather go slowly and pleasantly than to look so far 
» that I didn’t notice where a rung was missing. Vaunting ambition, you remem- 
ber, was the sin by which fell the angels. 

One of the greatest weaknesses | have always had, however, has been a tendency 
to get excited over my ambitions and to shove them clear up among the stars. 
very time this happens, I step ona broken rung. And it doesn’t pay. I know that 
| must take my own limitations intoconsideration when I goabout planning my future. 

This is not sordidness, or failure of ideals—it’s mere logic. Ambition is a vir- 
tue, but too much of it is plain conceit. In business, I should never be very much 
ifraid of an office boy who threw out a hint that he was after my job, any more than 
| should be afraid of the result if | ran a hundred-yard race with a one-legged man. 
But if my own assistant confessed to a similar ambition for my job, | should grow 
wary. Because although he is a rung or two lower down, his eyes are on a level 
with my rung, and he can see how much standing-room there is. But if the as- 
sistant looked clear over the top of my head and over the top of a hundred million 
ther people's heads, and professed to want to be the President of the United States, 
| think I should stop worrying again. Because when he reached for my rung his eyes 

suld be fixed on that proverbial star, and I could easily kick him off. 

The only man whose ambition is really dangerous is the man whose ambition 
‘reasonable. From time to time, as he climbs higher up, he can push it ahead of 
him. He ought to; and if he’s the right sort of man, he does. Ninety-nine out 

every hundred people who commit suicide had their eyes on the stars when they 
hould have been watching their step. These lofty ambitions are ordinarily called 
raiseworthy, yet they often cost more than they are worth. For a man who de- 
berately puts his mind to it, business success, in the sense of making money, is 

very easiest occupation there is. It is absurdly simple. I tried it once. (667) 

Holworthy Hall in the American Magazine. 
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The Stenographer 


Who walks each morn at a perilous rat: 
Lest she should be even a minute late 
In reaching the office promptly at eight 


[he stenographer. 


Indexing to do, dictations to take, 
lhen letters to write, invoices to make; 
Then next—but horrors! she's made a mistake! 


The stupid stenographer 
\ letter missent s returned stamped with red 


\nd the first boss sighs, then scratches his head 
\nd murmurs (aside) “I wish she were dead 


The poor stenographer 


eee Ia ee Le nso 


‘Then errors are made in naming the price 
lhe cashier looks at her, freezing as ice 
Inclosures o erlooked bring audible sighs 


To the weary stenographer. 
But she's needed, you bet—they ll admit it, too 


With letters and invoices what could they do? 
They d be till the crack o doom ere they d be through 





But for the stenographer. 


lhe dingy old office she makes a glad plac« 
With the influence of her smiling face, 
\nd so we all say, with a hearty grace 


“God bless the stenographer!” 
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I Asquith 
oOo 
National Commercial Teachers’ kederation and 
Gregg Shorthand Federation 
will meet at 


Hotel Sherman, Chicago, December 29, 30 and 31 
wr is the first convention since 1917, and one-third fare for the round-trip and 
and the officers are setting the stage i1 Hotel Sherman has accommodations for v 

readiness for a rousing meeting The pro from $3.00 a dav up (a limited number ol 
grams for the Round Tables were not com rooms without bath can be had for $2.50 for 
pleted when we went to press, but the follow one. or $4.00 for two). while rates at the Fos 
i ys ) s ) > Z i ‘vents ) 

ing announcements for the main even ck Dearborn Hotel, under the same management 


not need to be supplemented to show vou ‘ 
PI are as low as $2.00 


what a fine treat they have in store! 


. . . . ‘es » shoul Sel | 4 se ation: 
A unique feature of this convention will be a Teachers should send in their reservati 


l'ypewriting Demonstration done in the lor rooms aad Hotel Sherman, Chicago, 
“Kimball” way, under the management of J early as possible 

N. himself. Mr. Patterson and the Kearney Write Mr. James C. Reed, Pres., or M: 
Nebraska Normal Band will furnish the Otis | Trenary, Secy., for further details 
about arrangements if you have not alread) 


music again, assisted this vear by Mr. W. C 
the Executive Committee. Mr: 


Stephens, of Twin City Business College, St heard from 
Paul Reed's address is University of Pittsburg! 


Mr. Trenarvy’s, College of! 


Wis. 


President Reed writes that prospects are Pittsburgh, Pa 
good for securing a transportation rate of one Commerce, Kenosha, 
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Programs for the Coming Federation Conventions 


school and business men 


aay neral meetings will be addressed by some ol the biggest 


on the tollowing topics 


Public Commercial Schools Department 
MONDAY. DECEMBER 29 


Business, 


in, Sale Department, ¢ 


PUESDAY, DECEMBER 30 


ichols, Federal Board for 
High School Business Course to the University, 
Thompson, Dean of the College of Comme 
ion, [ niverstiy of Illinois 
WEDNESDAY, DECEMBER 31 
yper Standards, 


} 


Packer. Assistan Superintendent 


Private Schools Department 

l wice Born Men, 

H. ¢ pillman, Ne 
liow | Advertise, 

I. W. Walker, P 
Poli ies That Succeed, 

| / Verville. 
The Standardized Courses, 

Dr. Glenn Levin Swigg 


Che Retraining of Disabled Soldiers, 


| an | Vicho . Federal 


Gregg Shorthand Federation Program 
Re a 


MONDAY EVENING, DECEMBER 29, 8 O'CLOCK 


President's Addre Ss, 
John M. Hill, President, Hill's Business College, Ok 


The ¢ omplete Stenographi ( ours from the point of view ol 
The Private School, C. J. Brown, Brown's Business College, Terre Haute, Indiana 
Che Public School, R. EF. Hoffhines, High School of Com ce, Columbus, Ohio 
The College, /ame ( Reed, University of Pittsburgh, tshurgh, Pa., and I 
Vagoon, Indiana University, Bloomington, Indiana 


The Businessman, Speaker to be announced later 


lude a discussion of the content and orga 


special reference t the emphasis that 
eir proper rrelation, and the standards 
. ns will represent the opinions of leading commer 


TUESDAY EVENING, DECEMBER 30, 


he ‘“‘Fourteen Points’ of Shorthand Teaching, Hubert . ra nerai Sales 
Manager, The Gregg Publishing Company, New 
rty-five minutes Mr. Hagar will discuss briefly the mos 
yment of successful shorthand writers The speaker 
us on the teaching of shorthand, and his remarks 


r the ae ra liscussion to tollow his speech 


eachers desiring to take the examination for the Gregg Shorthand Federation Teacher's 
Certificate should report to the Gregg School, 6 North Michigan Avenue 


Monday morning, December 29, at 8:30 
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Business Letters 
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The Standardization of ‘Transcription 
Requirements 


Copyright 1918) 
sy Ina Thomas 


Student, University of Chicago 


(Formerly instructor in Shorthand and Typewriling, West Des Moines High School and Drake I 


rUWO years ago it was my good fortune of what to require for passing from advanced 
be enrolled in a university class transcribing courses, just going around in 

where a study was being made of the a circle, never getting anywhere! My theory 
icational movement known as _ scientific of the scientific way to arrive at such decisions 
easurement. From this came my inspira is to attack the problem at the foundation, 
to make some application of scientific to proceed from the bottom upward. Let 
ethods to shorthand courses, with special the students show what they can do undet 
tention to the resultsobtained from advanced present conditions Examine the results 
isses in transcribing, looking toward the of their effort carefully, to discover what 


tablishment of standard requirements for the greatest needs are, and then so evaluats 


mpletion of the course. Here lay a vast instruction and change conditions that there 


nworked field. To the best of my knowledge — will be a gradual but certain approach toward 


one had ever attempted the kind of task a higher level of attainment 
I began action upon my theory by collect 


I contemplated 
Chere is a crving need for standards. Why ing from several large business houses a 
ould not the problem be atta ked in a variety of letters. The se I sorted and changed 
ientific way? Instead of basing our require where necessary, condensing two letters to 
ents for graduation from any course upon’ a total of two hundred words for Test No 
ere conjecture, why not base it upon the’ 1, and two other letters to the same total 

firm foundation of a knowledge of what the for Test No. 2. 

tudent can actually do?’ How often do teach These tests I had printed in the following 


get together and “hash” over the problem form 


Test No. I 

James Watson, City ti Date 

(salveston, Texas 

Dear Siu 

\s you no doubt have in mind, the | $2,000 note signed by Mr. Jackson wi 
ne 1. We are in | receipt of a letter from Mr. Jackson, sending us renewal note for a lik 
ount, payable | December 1. Since this note bears your indorsement, we are not in posi 
n to advise Mr. Jackson (1 m.) what we can do in the matter until we have your instructions 

Please advise us if it is your desire to make this extension We shall be glad to accept 


ll come due 


renewal | note 
Yours very truly, 


Frank Jackson, City i Date 
City. 
I Mr. Jac kson 


Referring to your favor of | May 25, we inclose herewith your $2,000 note, for which you 
t renewal note (2 m.) several days ago. We have arranged with the bank to grant this 
tension, but we must | urge upon you the necessity of meeting this renewal note promptly 
en due 

The interest on | the old note amounted to $90 and we have given t he bank our check 
cove! Kindly forward us your check for like amount 

With sincere regards, we remain 

Yours very tr ly 


Test No. 2 


C. W. Martin, 
First Trust Bldg., 
St. Louis, Missouri. 
ir Su 
Recently you were notified that your account was in 
We appreciate how easy it is for a busy man | to lay 
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ind 
m 


intending to t 
Your it 
1] 


ittention avgall \ vo 


iK¢ ipa iter n ir, 


mounts to $72.60 (1 


cout t 


not tavor u with 


H. Gray, 
West Madi 
Portland 
be) 1 
How 
you, 
die betore 
to protect 
This is absolutely sale 
justice not to know all about 
Full information will be 


Ave 


(oregon 


son 


Deat 


| make a 


check 
the 


would like to contra 


Cat h 


check 


ilter a certain age, a 


to 


s¢ nd 


that age, 


want 


you have 


like 


trom 


ind as good as 


it 


furnished on recei 


In answer to letters to teachers of advanced 
of the 


seeking their coéperation in the 


country, 
ol 
from many 
the work of 
20 


shorthand in various parts 
us 
hearty came 


The 


students, 


tests, responses 
final show 
»?) 


representing 2 


schools results 


557 schools in 


cities ol as follows 


M innes« St 
Missouri 

Nebraska 
New Yor 


Pa 
Kansas ( 
Omaha 
Buffalo 
Rochester 
Dallas 
Galveston 

a Wheelin 
Madison 
Seattle 


\labama 
California 
lowa “ nN 
Texa 

Dubuque 

Inde} 
Kansa 
Db 


West Virgin 
W 


Was! 


endence 
Cit 


Kansas 
Michigan 


cle signed to measure 


the 


isin 


troit ington 


fairness, the two tests were 


the 


insure 


same results, that is 
high school 
ot 
tests were prepared on a basis 


the 


transcribing skill attained by 


students just completing four semesters 


l he 


of equal difhculty, 


training 


and in final scoring 
they proved to be of approximately the same 
The \ the 


the the 


given about middle 
ol 
but early enough to avoid 


eflect 


value were 


of May 
of the 


ol first June, neat close 


school vear;r, 
detrimental from the confusion 
rt 


instructions 


any 


of the closing of school \ccompanying the 


tests were which, brietly, were 


as follows 


minute for three 


divided 


65 words a 


Phe 


minute 


Dictate 
minutes 
quartet 


il 
material into 


sections 


Your Av. Time 10.6 
Your Avy. Rate 21 
Your Accuracy 87 


Your Median of R 
\ our Median Ax cl 
Ratt 


NAME LIME 


WRIT! 


these 


Your Median of Time 


ate 
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illow 
Now 

itt 

Very 


| 
that 
in< 
tr 


1 rem 


City 


ct with i Thirty ion r ( 
month (2 m the 


mailed each 


ompany, 
life 


you 


shoul 


oul 


monti one wou 


t sounds You will yourself an 


the inclosed 


Yours very 


/ 
ot 


pt 
truly, 


notes 


give ther 
t he m 


Collect the 
the student 
chine ready for t 
No carbons to 
addressed 
All start tra 
teacher 
Papers to 
finishe 


to ifter ed at 


| envelopes t 
be 
signal of tl 
teacher 
there 


the 


i 4 ‘ 
d, cher to 


be 
SOK note 


the 


nm 


time used in 


\ll manuscripts were sent to me for scoring 
all of did 
the he 
Che following deductions for errors were made 

kor 


ii 


which I mvself, thus reducing t 


minimum t Variation in judgment 


that iffecte 
as to render tl 


iny tran 
ining 
unusable, 


to 


error 
the 
letter 
ture duc 
der this 
For 
attec 
ye ll 


in 
iulty stru 


English 


sentence 
} } 


we charged 


tr ribing 


my 


t he 


ins 
ting 
ing, 5° 
kor any y crror charge ible unde 
international 

Erasures 
¢ 


typ Wi 

rule 
neath untidy, 
sures, 


Punctuation, incl paragraphing, 1 


kach paper was given a grade on the 100 
listed 
The 1 


into 


grade being in 


\ Curacy 


the 


basis, such final 


att W 


200. 


SUTTlIMArICS as 


found by dividing time 


total words of each t Following is a speci 


ol 


men the typewrittet individ 


reports on 


pupils sent to each teacher 


y 
21.6 
iracy 89 


Median Determined by Survey 
Rate It 
Accuracy 86 
ACCURACY 


TRANS lL YPING 
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Final Results of Survey of 


School Pine 


~ 


No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 
No. 


—_— = 


Y~Iwts 


Si dh edad Beet adiaediend 
nconmcy 


—~— — 
~~ 
—— 


se 
~ ~ — 
eo—S 
=a 
=) 


to 
-1 


\verages of time, rate, and accuracy were 


nated for each class Medians of time, 


and accuracy were also determined 


median is the middle point, above and 
found an equal number ot 


lo find this, 


w which are 


des or records list all grades 


in order from lowest to 


records 
nest If 
19, 


regular 
number happens to be odd, 
the 


the 


the tenth, or middle, number is 


lian. If 


median is the 


the number chances to be even, 
approxi 


The 


two possibilities 


point halfway 
the ninth and tenth 


the 


tely between 


wing will illustrat 
96° 
y) 


9 


s0 words 


s ‘ 


Si 


Median, 15 words Median, 814% 
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’ Fourth Semester Classes 


Accuracy 


~ 


to 
a 
—_ Ss 


—— a POPROIS 


Iweoivr 


Although the conducted to 


ascertain transcribing speed of fourth semester 


survey was 
students, papers were submitted from classes 
that had been in training only three semesters, 
also that had had 
than work Papers 
accordingly thrown into three groups: Fourth 
Third 
lasses having had More 
4 classes It 


concet ned 


from a few classes more 


four semesters were 
Semester, which numbered 20 classes; 
Semester, 7 classes; « 
Than Four Semesters, 
the first group that we 
Phe ol 


of each class were 


is with 
ire most 
and accuracy 


the 


medians time, rate, 
tabulated as shown in 
table above 
From the medians of the twenty, a general 
peed 14 
; 


minute \ gener median of ace 


median of was found to be words 


per urac\ 
Was found to be 86° 

Che graph presented on the next page places 
Fourth classes in thei 


the semester 


relative pr sitions 


twenty 
\ copy of this was made for 
each school, a red ink square being used to 


locate that particular school. In all reports 
and the only 


the 


schools were listed by numbers, 


key 


ot his sw hool 


number 
that 


a contest between 


given to each teacher was 


Phe 


Was in no 


reader will thus see 


sc rs 


my surve\y 


se hools 
By drawing median lines in both directions 
find that 25°) have net 


across the chart, we 
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ther speed nor a ra as determined by the 


15% hay 


not 


Sroup) 


A by) do 


peed, but are inaccurate 


have sufficient speed, but are 


both speed and 


iccurate; 35° have 
What thin 
\re 


results? 


you of this record 
these 
thes 
only of 
(set the 


satished with 


Do 
questions by 


you 
not answer 
thinking 
your own school or city. 
broade r perspective represented 


here by a_ showing of what 
from widely 


the 


students separated 


portions of country have 
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fairl cl 
} 


pving) speed 


shorth ind 


Speed-Accuracy 





Should they 
average, 
Should 


Could we not by concerted 


actually done 


on the 
skill? 


exist? 


not, 
show greatet 
such variability 
effort not only bring up the weak 
ones, but, what is impor 
the 
entire group up to a higher level? 
You may 
there will 


more 
tant, bring the standing of 
say that in any 
the weak 
ones who tend to lower standards 
True, but as the 


group 


alwavs be 


weak element usually bears 
the same proportionate relation to the mediun 
and stronger elements, it is clearly our’ duty 
to improve the general standing of the group, 
thereby bringing up the weaker element 
Chen, as the median improves, the standard 
can from time to time be placed at a higher 


mark, thus demonstrating progress 


What can we do to raise this median? 


First: Demand of your students a more prac 
knowledge ol 


dictation. 


P ’ 
tical 


shorthand. Give them 


more I do not mean that theory 


can be neglected, tor it is the foundation 


and must be well constructed. Do not, how 
ever, let the student lose sight of the fact that 
to write 


he is learning shorthand, not merely 


it, but to read it. 


Set ond 


the typewriter. 


Require more transcription at 
Introduce this phase of the 
work early in the course. By “early’’ I mean 
in the first year if we consider a high school 
course of two years or more, or in the first 
half of the training period if the entire tia 


devoted to the course is less than a year 


Third: 


timing 


Train the student to work under 


Bring him to a realization of his 


possibilities. In a mediocre school a student 





: 2 


best schools he often has no definite knowledy 


of what his transcribing speed actually i 


primarily for the reason that the teach 


ascribes no importance to it. In at least on 
of our larger school systems there is no requir 
ment for transcribing at the completion « 
standard is 


the course. <A maintained { 


typewriting alone and for shorthand reading 
alone, the conclusion being that if the stude: 
trained in the 


is well separate acts, he wi 


be sure to be able to combine the two pr 
cesses efficiently whenever he is called upo 
to do so. Psychologically this conclusion is 
wrong. Training in two distinctly separat: 


unlike 


insure a high degree of skill when the tw 


and wholly does n 


pre cesses 
are combined. A low degree of skill will resi 
but not that degree to which he should a 


an be trained, not that degree which wi 


fheiently meet the demands of the exact 


mplover 


Fourth 
table 


have 


rrain more accurate typists 


that 3° Cc 


shi ws 


the 


which follows 


been added to median throug 


accurate typewriting. 


Fifth: 


Remember these figures: 


Look at the tal 
50% of all stuck 


Te Al h SIM lling 


participating in this misspelled on 


work | 
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Kffect of Typewriting on Final Results 


What Final Results 
(irade lowered could have been 
al Results by inaccurats with accurate type 
typewriting writing 
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Effect of Spelling on Final Results 


W hat final results 
(;rade lowered could have been 


Percentage who 
with correct spell 


misspelled one Final by 
or more words Results poor spelling ing 


50°, 89°, 39, 92% 
62 80 | 90 

73 82 90 

56 84.: : 87.: 
19 88.: Be 91.7 
64 bY 

70 
63 
67 
30 


an 2. 
- 


ed ee ee ee eed Ee 
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more words If pertect spelling had been 


ol ld 


median Ha 
instead of 


1-29 


r« 


the 
have been 8&9 
of 3 1 
put themselves in the highest group by spell 
(See table on page 183 


submitted, accuracy we 


86°), an in 


crease Five schools could have 
ing correctly 

In order that the need of teaching spelling 
might be brought more forcibly to the atten 
tion of each school, | compiled a list of all 
and to each 


Notation 


column of the words misspelled by that pat 


misspelled words, sent a copy 


teacher was made in a second 


th ular s< hool 


Number times your 
students misspelled 
any word 


Number times each 
word was misspelled 


absolutely 
accept 
ady ise 
amounte d 
irrange d 
arrears 
aside 
balance 
bears 
dollar 

due 
indorsement 
extension 
furnished 
Galveston 
herewith 
injustice 
instructions 
Jac kson 
know 

later 
necessity 
ninety 

no 

notified 
oblige 

Ore yon 

ove rlooke d 
pavabl 
position 
promptly 
receipt 
relerring 
regards 
remittance 
renewal 
SOOTHE one 
statement 
until 
urge 


yourself 


607 words misspelled by 


approx 280 students 
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0 7 


Fy »urth 


A study ol ind! 


vidual rates reveals 


a Variation greatet 
that 


a 


| I" 


than show! 


by classes | 


lowest rate re 


vis 


tered by any 


t 


dent was 4 words 
the 10) 


words, with nt 


x 


highe . 


tk rmediate 


shown in 


als 


lia 


accompanying ¢ 


Phe 


tentior 


yram read 


z- 


eee as mr 


ers at Is 
called to the 
length of the ln 
representing tl 
portion of studs 
who writ 
7 words per 


Note 
the abrupt falling 


ute. 


off in speed above 


the 22-word grouy 


ranges trom 
ht be 


Se Ve ral 


Accuracy 
variation mig 


bination of 


caused 


conditions, 


ae 











*d Rates on Ind 


ljual Transcrit 


09% to 92° 


by one or a 


suc h 
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teaching (perhaps poor teachers); un What does this survey show as a logical 
rable school conditions such as attitude speed standard for graduation from fourth 
incipal or board toward course; insufh semester? Twelr ls per minute Hlow 
time devoted to the work, due to overt determined By the median of the lowest 
led curriculum; lack of correlation of — points of the span of the middle 50°; of each 
ind and typewriting (one school re class. (See “Speed” graph.) If the individual 
two years shorthand before type rates in each group are listed, and the upper 
was introduced); placement of stenog and lower quartiles are cut off, the middle 
in different grades. A comparison of 50° of the class is located. These middle 
ins from sophomore, junior, and senior groups are indicated on the graph by vertical 
ses demonstrates very conclusively the lines, the lowest rate of each group being 
eriority of results when the work is taken indicated by the figures in the right margin. 
there being 5 1-2 difference in accuracy Che median of these lowest points is 12 words 
een sophomores and seniors having had It seems reasonable, does it not, to say that 
ume amount of training in order to pass this work, any pupil should 
come up to the median established by the 
Accuracy lowest point of the big central division of the 

, class 
Shall this be a final standard? No, unless 
future testing shows the same result \ 
standard remains a standard only until a 
higher, better one can be attained If we 
encourage students to go as far as possible 








beyond the 12-word minimum, it is highly 
probable that in a year or two the general 
standing will be so improved that the median 
of the lowest points of the middle 50°, groups 
will establish a higher standard 

All third semester work was graded on 
the same basis as the fourth, and the various 
class medians found to be as shown in the 
table below 

The ge neral median of all these classe 
were: Speed, 13 words per minute; Accuracy 
84 

While I do not consider conclusive the 
results of the seven schools submitting third 








: semester work, they are interesting as a com 
showing vartalion in accuracy of tran- : ' 
crégts of the twenty Fourth Semester parison with fourth semester results, also 


classes examined with the results of the few classes submitting 


Final Results of Survey of Third Semester Classes 


rime Rate Accuracy 


16 12. 64. 
16 13 85.5 
10.5 19 79.5 
35 5. 84 
16 ; 68 
11.6 84 


5 Yd -- 


-~) Ji 
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in filth, sixth, and seventh semes 


hown br the 


Rate 


ork done 
ters, as following table 
Semester Accuracy 
Third 13 84% 
Fourth 14 86% 
Fifth or higher 14 89%, 

These figures indicate that during fourth 
semester there was developed only one word 
beyond the 
Work 


done in advance of fourth semester does not 


per minute and 2% in accuracy 
attainment of third semester students. 
add to the speed, and it adds only 3% to 
the accuracy. One might say that perhaps 
these third semester class figures came from 
That is not 
for two of them are from schools whose fourth 

rank the lowest. 
\nother interesting fact is that one school 


better schools. true in all cases, 


semester students very 


second semester 


than 


submitted irom a 
that 
their own third semester group. 
sugyvest that 
by fourth 
third semester students is simply indicative 
of that 
teau,”’ 


papers 


group scored higher those from 


Some may 
the slight improvement made 


semester students over that of 
stage of slow development, or “pla- 
that is always reached at some point 
in the process of training for any skill. To 
assume that a plateau is always to be found 


in such experimentation is a mistake, for 


investigations in many lines show that while 


1 plateau may appear, it is not necessarily 
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a regular aCCOM palliinie nt ol traminyg 
fact would lead us to the hopeful con 
that the plateau, or period of slow dev 
ment, shown in this study need not be 
acteristic of stenographic training. 

Summarizing 

Che 
speed attained at the 
training is 14 words pel 

The 


an arbitrary system of scoring on the 1 


median or average of transcri 


1 1 


close olf tourth seme 


minute. 


median of accuracy, measured 
basis, is 86‘ / 


Only 35% of all students are both 
and accurate. 

Inaccurate typewriting and poor spel 
lower results appreciably. 

rhe variability of speed is from 7 w 


to 2? 


words per minute when class differe: 
are considered, and from 4 words to 40 vy 
per minute when individual differences 
considered. 

Such 


need of concerted effort leading toward s 


variability clearly demonstrat: 
ardization 
A tentative 


would be a reasonable basis for standard 


speed standard of 12 w 


tion. 
More 
fully planned courses of study should 


effective teaching and mort 


about the needed improvement, 


accompa 


by a gradual increase in standards 


Who Am I? 


) 


| 


Re ming 
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(he Shorthand Reporter- 


A Department of Assistance for Stenographers and Professional Shorthand Reporters 


Conducted by Frederick H. Gurtler, 69 W. Washington St., Chicago, III. 


The editor wants to make this a department of genuine help. If you have learned of a 
better way of performing your work, pass it on through the department. If you encoun 
ter difficult problems, submit them to the editor and gain the assistance of the wide circle 
of professional shorthand writers throughout the world. To Give means to Receive. 
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The Public Stenographer 


WERE merely to print in thi is enjoved, differ greatly some hotel 
tment all the words of the language, the public stenographers a mploved on*a 
would suggest to you an immense salarv by the hotel compat 
ts, and, no doubt, some of the stenographer is given het 

rds would be arranged accidentally opportunity to make all she can out of the 
sequence as to suggest some thought public stenographic work in the hotel. I 
e to your mind, but my object is to other places the stenographer is given het 
ge them in such a sequence as to give meals, her lodging, and all she can make out 
nformation of enough value to secure of her stenographic work In still other 
maintain your interest in what is here — places, I am informed, the stenographer pays 
|. This same purpose underlies all re the hotel company a certain amount for the 

g of speech, because it is only through public stenographic concession These ar 
ndeavor of people to impress favorabiy rangements indicate the variation in_ the 
the minds others the service or amount of compensation a person engaged 

t they have to sell, that reporting is at as public stenographer in a hotel may receive 

ponered he However, before the reporter Under fair and equitable arrangements 

ed in, there are others who are often and jt should be borne in mind that an ar 
on to rendet a spec ial service, and one rangement which might be fair in one hotel 
service is that performed by the public might not be in another—the hotel public 
grapher. stenographer can make a very satisfactory 
THE HOTEL STENOGRAPHER return for her effort. In hotel work the hours 
are likely to be long or irregular, or both 
But, on the other hand, the rate charged lor 
work of this nature is materially higher than 


find public stenographers in hotels 
g the traveling public, the business men 
are away from their offices and the , ae : ; 
mip : for similar work in a general stenographi 
facilities for reducing their correspond . ya: 
oh eos office in, say, one of the large office buildings 

and speeches to typewriting. This. os 
: : ‘ - . in any of the large cities. 

has its chief value to the public in the Pe: : 
at it is available at unusual hours and "he volume of work in one of the larg 
nient to the traveler unacquainted with hotels is usually sufficient to require a number 
. . . » oT ner le ) 0 si ) 
ition of the general public stenographic of stenographers to handle one concession 
‘n the town rraveling men are depending more and mort 


} 


hotels there is not a sufficient pon the public stenographer for their cor 


imny 


of this public stenographic work t respondence. It is much more business-like 


1s competent a stenographer as is de to send a typewritten letter, but the advan 


it in the majority of large hotels in the ‘@g¢ of having a copy of the correspondence 


al cities very competent stenographers 1! permanent, legible form, is perhaps of still 


he found ready to rende r prompt and greater importance 


the hotel guests and others rhe hotel public Slt nographe r who does het 


service to 
call on them work well, in addition to making a satisfa 
working arrangements whereby the tory salary, may sufficiently impress son 


tenographic concession in the hotel traveling business man with her special 
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to Bill to Terminate Trust—l 


Answer 
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het 


and thus gain 


cause him to offer 


tary, 


process of promotion within 
If this ( 
the | 


es, ne hotel S 


pportunity 


tenog 


OV greater freedon 
1 many office stenographers, be 
} 


public stenographer is in business 


rself and determine for herself 


she shall work and the exertion she 


from day to day 


GENERAL PUBLIC 
STENOGRAPHER 


HE 


ipher has an 
different held 1 this held 
nd botl ind women, whil 
stenographer in I 

in Phe 

is OMce 

a 


ind the work fe 


general ublic st 
there 
the 
otel is usually a 
ic stenographer 
large ofhce build 


receives comes from 


Ww ho oct asion 


ess and professional men 


than their 
work that 


an emergency. 


r frequently have work 


more 


stenogra 


hic force can do, ot 
be done after hours or in 

re many 1 in li 
depend 


lor 


er location 


irge office buildings 


the 


enograpl 


al d 


competition, 


enti iv on public stenog 


their st the 


ic work In 


where there is not too 
the 
e€ opportunity to make more money than 
Che 


can determine 


stenographer 


publi 


ld make ona salary more he does 


: . 
he makes He his 


pav and does! to wait for some 


to give him a ‘* : If he can get 


ent busit ess to keep i 


nable return the 


im employed ata 
} 


service he performs, 


make more money than by doing cheap 
for a cheay price 
is often the case that the general publi 
grapher is more capable than the general 
ve ol i 
re given the difficult and special work 
mnces Phis to cd 


rthand and typewriting, 


office stenographers, and he is 


Various « tends 
his ability in sh 
he | 


» this 


hen is devoted several vears of 


1 ' 


general public stenographic work 


is acquired special shorthand ability 


if he might not have had it at the 


} } 


This special ability enables him 


ing 


ke depositions and speeches for his 
and thu \ him the 
rhis 


and 


opportunity 
occasional re 


speeches creates 
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a desire to do regular work, and 
this work he 


lawyers and 


reporting 
through becomes acquainted 


with prominent business men 


who are in a position at times to offer him a 
secretary or, possibly, an 
his means sub 


the 


position as private 
official c 


stantial 


urt appointment 


advancement and success via 


public stenographic rout 
OPERATING FOR REPORTERS 
(nother 


public stenographer is operating for reporters. 


source of income for the general 


his is a term that may not be generally un 


derstood. The court reporters in the large 


cities do very little typewriting. Their whole 
energy is employed in taking shorthand notes 
their 
dictating to a 


I'wo methods are used for making 


transcripts, either through 
phonograph and having phonograph operators 
transcribe the court records from the cylin 
ders, or through dictating direct to a publi 


Che 


ha 


stenographer or professional operator 


word ‘“‘direct’’ here means direct to the 
chine without any intervening medium such 
as a phonograph. Reporters have a great 
volume of this work, and it is profitable for the 


The 


ing, and very largely after regular business and 


operator work is strenuous and exact 


court hours. If the general public stenog- 


rapher operates for court reporters, and if he 
is a competent shorthand writer, he may 
get the opportunity to go to court occasionally 
and there form an acquaintance with the re 
porters, prominent lawyers, and business men 
brings an appointment as 


that sometimes 


official court re porter whe na vacancy occurs 


A BUSINESS YOUR OWN 


As the 


raphe r serves the 


OF 


name implies, the public 
public If he 


public well and is a good business man, there 


stenog 
serves the 


is no reason why he should not be well paid 
that 
work, if he does not serve th public well or 


for service As in any other line of 


if he is a poor business man, he will not suc 
ceed If 
but is anxious to go into business for himself, 


a stenographer has limited means 


the public stenographic office is his oppor 


tunity 
It requires some investment of money and 


time to de velop a successful public steno 


graphic business. If one is successful in 


developing a profitable public stenographi 


business, he is brought face to face with real 


business problems, and when he solves them 
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‘ iCQuIres Sol t! l ater \ il le tO him 


the Che 


involved in running a successful public steno 


than just money return rinciples 


graphic office are just the same principles that 
ire involved in running any other business. 
Some businesses require much more capital 
he help ol but 
principles of business success do not differ 


Phe 


isiness requiring 


and many employes, the 
| iC il ol a 
Four or 


five hundred dollars is sufficient to equip an 
oltice 


pul lic ste nogray hic office is tv 


a small capital 


(,ood business judgment 
the 
stenographer’s time 
ol 


tX Start witl 


n t be « original investment 


VKerciset 


ind mh irl will 


be lost But t is true any business 


enterprise 
THE REPORTING APPOINTMENT 
the 


In a recent article | pointed out that 


law stenographer has certain opportunities 


to get into reporting through the very nature 


of his work, and, like him, the public stenog 
rapher also an opportunity to get into 


differs 
There are other wavs of obtaining 
be 


competent to 


has 


reporting, although his opportunity 


slightly 
appointments, and they will discussed 
later. If 


reporter, then good judgment 


you are be a cour 


patience, and 
a little effort ought to secure you an appoint- 
ment within a reasonable time 
| 
GY 


Key to Reporting Plate 


LLLINOIS 


In THE CIR " Cook Cot 


Henry Brown 
vs. } No 


BROWN J 


B 35535 

ANNI 

THe 
INDIVID! 
HEREIN 


SEPARATE ANSWER OF ANNA Brown, 


ALLY AND AS TRUSTER, SUED 


INDIVIDUALLY 
Bru 
Brow N, 


1s ANNIE Brown, 


AND AS TRUSTEE, TO THI or Com- 


PLAINT OF HENRY rHE Com- 


PLAINANT 


This defendant, now and at all times here 
alter and reserving unto herself all 
manner of benefit and advantage of exception 
which can or may be had or taken to the 
many errors, uncertainties and other impet 
fections in the said bill of complaint 
tained, for answer thereunto or to much 
thereof as this defendant is advised it is 
material or necessary for to make answer 
answering 


saving 


con 


so 


her 


unto, says 


She admits la ) r about ha 
February, A. D. 1915, Margaret 
Brown, the mother of the complainant 
of this defendant, executed het certagn 
will and testament which was thereafter 
admitted to probate in the Probate Court 
Cook County, Illinois, that said 
garet H. Brown, « March 15, 
departed this life | ving as her only hei 
law and next of kin, th nenti 
in the first paragraph of said bill of compl 

2 She admits that, except the typogr 
ical and t 


therein, a substantia 
and 
Brown is attache 
Exhibit A 


3 She 


dav of 


( persons 


other errors and bal 
the s 


will testa 


ment 


1 + 


shows hyy | 
H. Bi 


Brown, 


and testament of 


irwaret 
this defendant, Anna 
known as Annie Brown, became s« 
of an undiv 1 one-half 
and to all the real estate of said testa 
situated in Lake Co Illinois, and 
scribed as Lot 20 in the Western Additio: 
Lake | other on 
interest I 
devised 
trustee, 
purposes specihed in id 
has been duly pr: 
by the Probate Court rf 


Illinois, and 


ct ised, 
times 
in tee interest 


ntv, 


Forest, See... ne 
in said 


to this 


was by said 
Anna Brown, 
the tru and for 
will 
ved and admitted to re 
Cook ( 


upon the uses 


that said 


Recent Reporting Appointments 


TE HAVI 
ment ol two more 
positions, 


Mr. I 


will 


reportin ol 


change to a new 
\s 
Ridemour has been doing the official reporti 
for Whatcom ( ntv, Bellingham, Wa 
ton, until he recently becam« 
the firm of W. Bolster & 
Seatth 

Mr. E. B 


active duty 


igan Rick I 


his fellow remember, 


work as Offici 
Court of Mohave 
Good luck to bot! 


ee: 


Longf ellow 
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The New 

MNHE G. S. T. A. of New York City held 
the first meeting of the season at the 
Hotel McAlpin on November 1 
about hundred 
and program 


There 
teachers in at 
the 
interesting and generally helpful ever 
before this body. Miss Anna B. Car 
Julia Richman High School, New York 
first Mr 
R. Gregg welcomed the new teachers and 
talk in 
he privileges and 
confront the shorthand 
Miss Laura Doyle, Bush 
Brooklyn, spoke of 2 | he 
Shorthand.” 
and 
ghly practical, and the discussion which 


one 


ince the was one ol 


\ ice preside nt, pre sided 


in inspiring impromptu which 
ioht t 
nsibilities that 


out some ol 


of to-day 
High ™~ hool, 
the 


talk 


ms of Beginner in 


Doyle's was clear, concrete, 
ed showed how carefully the audience 
llowed each point. We hope to print 
stract of this talk in a later issue of The 

Mr. Harold Smith, 


. speed 


formerly a 
and 


type 


operator demonstrator, 
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York G. S. T. A. 


and instructor in the State College, Pullman 


— 


Washington, and the University of California 


Summer School, spoke of ““The Problems ol 
the He 


subject, 


Beginner in 
the 


sh« Ww ed 


lypewriting.” em- 


mental side of the 
that better may 


cured if pupils are inspired to think through 


phasized 


and results be st 
each step in the operation and to use thei 
thei fingers. \ 
table discussion led by Mr. Frank Rutherford 
was taken part in by many teachers 


heads as well as round 


The ofticers for the school 
elected at the conclusion of 
They are: President, Miss Laura Doyle, 
Brooklyn; First Vice President, Mr. Eldon 
M. Van Dusen, Far Rockaway High School, 
New York; Second Vice-President, Mrs. Etta 
M. Fowler, Bushwick High School, Brooklyn: 
Third Vice-President, Mr. Charles Hainfeld, 
Marquand School, Brooklyn; Secretary-Treas 
urer, Miss Louise Jackson, Gregg Publishing 
Company, New York City 


new year were 


this meeting 


key to “‘Emerson on the Vote in America” 
(For Shorthand Plate see Page 164) 








For the benefit of readers who are studying withoul the assist- 
ance of a teacher, we print each month the key lo one plate. 








disturbed by the rash 
mmoral voting of the American peopk 
ot malignity, but recklessness They 
politics, because they do not 
possibility of seriously 
They 


el we are most 


reless of* 
the 
the 
and 
they 
do not 


too 


tain being 


t in legislation 
irresistible They belie ve 
enacted they can re 
like it. But one may run 
often They stay away 
saying that vote can 
they take another step, and 
can do no harm! and™ vote 
which they not approve, 
party or set ior it Ut 
se this puts them in the power of! any 

having a steady interest to promote 

does not conflict manifestly with the 

interest of the voters 

the election™ now and then 
s people by the all but unanimous choice 
ogue and brawlet But how was it 
What lawless burst! into the 


s addres 


meshes of 
trong 
what 
they 


have 


once 
t he polls, do 
vod! Orn 
(One vote 
ymething 
se their 


one 


do 


votes 


lary 
record of 


mob 


From Emerson’ 


* 7) he 


polls and threw in these hundreds of ballots, 
in defiance of the This was 
done by the very know—the?® 
mildest, most sensible, best-natured peopk 


magistrates?’ 


men you 


Faults in the working appear system, 
as in all, but they suggest their own remedies 
After every*™ practical mistake out of which 
any grows, the peopl wake and 
correct it with energy And any disturbances 
in politics, in civil or foreign 
them, and instantly show more virtue and 
conviction in the popular vote. In each new 
threat of faction, the ballot has been, beyond?* 
expectation, right and decisive 

It is ever an inspiration, God only 
whence; a sudden undated 
eternal right coming into 
things*™ that were wrong; a 
through thousand is readily as 
through one Che people are loyal, 
law-abiding. They prefer order, and have** 
no taste for misrule and uproar. (331 


Fortune of thy 


in our 


disaster 


wars, sober 


knows 

perception ol 
and correcting 
perception that 
passes 


, , 
Republic, lelivered in 


1878 
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